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Chapter 1: AIM Issues & Troubleshooting

Chapter Preview:

In this chapter we will review common AIM messages including error messages and what they mean. In addition we
will cover common AIM issues and how to troubleshoot and resolve them. Section 3 covers out-of-state transfers and
what to do if a client has been in the AIM system before.

Chapter Objectives:

Upon completion of this chapter you will be able to:

e Recognize common AIM messages including error messages.
e Troubleshoot and resolve common AlM issues.

o Perform and out-of-state transfer for clients that have already been in AIM before.
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Section 1: AIM Messages

Section Concepts:

AIM has both standard messages and error messages. This section reviews the message you will come across on a
daily basis and what to do about them.

CLIENT REG SCREEN

“Income collection date must be today’s date” error message
What could be happening?

Issue is a result of walking away from the workstation and not logging out of AIM. Users click OK to the
message and it keeps coming up.

If you think this is happening, you could try...
Logging off of the system.
Steps to take:

1. Double click on the Citrix icon (shown with the Red arrow below) in the lower toolbar.
2. Click on the Logoff button on the right side of the screen.

3. Click Yes to the “Are you sure you want to logoff xxxxxxxxxx?” message.

\
1/4\( Special Note: This process may need to be repeated several times.
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Figure 1 — Citrix Logoff
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Client is not showing “Income Ineligible” message when income is over guidelines
What could be happening?
Sometimes an adjunctively eligible program is listed in a family member’s record from a previous certification.
If you think this is happening, you could try...
To delete any old or inaccurate program information.
Steps to take:

Deleting Inaccurate or Outdated Adjunctive Eligible Programs:

1. Navigate to the Client Reg screen and then click on Eligibility.
Highlight the Program code, for example: C (AHCCCS).

Click on the Red X in the AIM toolbar to remove the Program.

Click on the Save (disk) icon.

o > 0D

Repeat for every family member.
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“Clients are not linked” pop-up in the On Demand screen and mom’s ID number is in the infant’s record

What could be happening?

When this pop-up occurs, usually it means that the birth date for the infant and the actual delivery date for the

mother do not match.

If you think this has happened, you could try...

Making sure the mother’s actual delivery date matches the infant’s birthday.
Steps to take:

1. Verify the infant’s birth date and make sure it is correct in AIM.

2. Check the mother’s record to see if her actual delivery date matches her infant’s birth date.

If the infant’s birth date is incorrect, follow the steps listed in the Issue: Wrong Date of Birth or Category

(on same day as certification).

4. If the mother’s actual delivery date is incorrect, go to the Cert Action screen in her record and type in the

correct delivery date.
5. Click Save (disk) icon.
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Figure 2 — Actual Delivery Date
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HEALTH SCREEN

The Abuse Flag error appears when calculating risks in the Health History screen

What could be happening?

Usually, an Abuse Flag message displays because:

a.

A category change in a current certification from Exclusive or Partial Breastfeeding (EN or PN) to
Postpartum (P) caused the client to have no risks because the old risk was associated with her
breastfeeding status. This means that in order to calculate new risks, you have to complete a new Health
History.

The system is looking for a new Health History date (not just a Health Risk Factor date) because the

category information in the Health History doesn’t match with the category on the Cert Action screen.

If you think this has happened, you could try...

Entering new health history and tobacco information.

Steps to take:

1.

Go to the client’s Health screen and enter a new Health History Date (Green +) and proceed to answer
Health History questions.
a. Be sure to answer the breastfeeding questions so that they reflect the category change in the
Cert Action screen.
Click OK.
Update the Tobacco Date (Green +), and proceed to answer Tobacco questions.

Click Save (disk) icon.

To prevent this error in the future you could....

Assign all appropriate risks at initial certification. Ensuring all risks are assigned will help avoid this error
when a category changes from Exclusive or Partial Breastfeeding (EN or PN) to Postpartum (P).
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Figure 3 — Health History

ON DEMAND/UNIPRINT - ISSUES

Breastfeeding Surveillance error message for question 3 “The age the baby stopped breastfeeding
cannot be less than the last time the mother said she was still breastfeeding”

What’s happening?

You feel that no matter what range you place in the system, an error comes up stating “The age the baby
stopped breastfeeding cannot be less than the last time the mother said she was still breastfeeding.”

What can you do?

Double check the current information against the last time the client answered the breastfeeding surveillance
guestions (i.e. received Food Instruments).

Steps to take:

1. Obtain the current age of the infant/child from the Client Reg screen.

_EEJ Arizona WIC Program - [Client Registration]

@File Edit Item Record Query Window Help
AH8 R Z[F*X & <[<[<[>[>[] HH=-

|jFa!m|I Authorized Rep 1 Authorized Rep 1
Family ID Last Hame First Hame TALTR 12

Client 1D Last Hame First Hame M1 M2 SSH

piay s N

Birth Date Ade (Yrs.) (Months) Gender Family Size 'WIC Family Size
F?IU'I 201 |1 " Male (* Female

I | &dj. Egs, ¥ | Inc. Ehg:
Application Date Mother's ID LAy 4

P_-EIIRTH CERTIFICATE famaizt | - | 92592

gy

@E]ll ﬂ 9.0.27Trmst|4513

Farmers Warket | Etfnicity/Race | Eligyoity |
[~ Migrant Disability
[~ Homeless - Heatth Care | Cther Programs |
[~ Group Home  YOC
™ Military I Tranzfer Info | Previous Mames |
[~ Refugee Ineligibility Reason
[~ Foster Care I Communications I Previous Families I

" Famity % Client Reg (& Cert Action (& Medical ( Health " Hutr@uest  CarePlan  Food Pkg

Figure 4 — Birth Date
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2. Navigate to the FI lookup and obtain the date when the infant/child last received checks.

£ Arizona WIC Program - [Food Instruments]

@ FlProcessing Inventory Tables Outputs Exit Window
On Demand Food Instruments
Batched Food nstruments
Batch Fl's Special Formula
Yoid/Return Food Instruments
Unissued Yoids
Test Print
Batch Fl Pickup
Un-Yoid Checks
Administrative Un-Yaid

Figure 5 — Fl Lookup

3. Calculate the age of the infant/child when they last received checks.
4. Compare that age from the current age of the client.
5. The answer to Question 3 is within the range of that answer.
a. Example: If the current age of the infant is 9 months and the calculated answer is 7 months, then

the answer to Question 3 can be anywhere between 7 and 9 months.
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Breastfeeding Surveillance error message for question 5 “Breastfeeding duration cannot be greater than
the age of the infant”

What could be happening?

When this error comes up, it is usually because the information entered does not match information that was
entered in other areas of the Health History.

If you think this has happened, you could try...
To “trick” AIM into letting you exit the screen and re-enter the information.
Steps to take:

1. Log out of AIM/Citrix by double clicking on the Citrix icon in the lower toolbar.
2. Click on the Logoff button on the right side of the screen and click Yes to the “Are you sure you want to

logoff xxxxxxxxxx?” message.

< \, Special Note: This process may need to be repeated due to the text box being open
],‘\( in the Breastfeeding Surveillance screen.
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Figure 6 — Citrix Logoff

3. Log back into AIM.
4. Return to the infant’s Health History screen.
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Figure 7 — Details on How is this Baby Fed?

Find the question: “Was this infant ever breastfed?”

Click No and then click the Save (disk) icon, then immediately change the answer back to Yes.

Breastfeeding Surveillance screen.

To prevent this error in the future you could....

After you have completed steps 1-7, you should be able to enter the correct information on the

Make sure that the information for other breastfeeding questions is correct before entering it into the system,
especially for question number 3 “How old was this infant/child when he/she completely stopped
breastfeeding?”
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Message in the On Demand screen stating: “Client xxxxxxxxxxx Forgot Income Documentation and
Received One Month of Food Instruments. This Participant Is Not Eligible To Receive Food Instruments
Until An Income Record Is Entered And Documented.”

What could be happening?

This message usually pops up if the participant forgot their income documentation for a certification the
previous month and you attempt to issue another month of Food Instruments without updating the income.

If you think this has happened, you could try...
To return to the Eligibility screen and update the family’s/client’s income.
A\ __ Special Note: Itis important that you review each Primary Provider listed in the
1;\( Eligibility screen and update the record with the appropriate income provided.
Otherwise, the message will continue to display until all forgot documentation codes
have been updated in the record.
Message in the On Demand screen stating: “Error retrieving number of Food Instruments.”

What could be happening?

This message usually pops up if the participant’s food package dates do not cover the entire certification
period.

If you think this has happened, you could try...
To correct the food package dates.
Steps to take:

Finding where the error occurred (if trying to issue to multiple clients):

1. Uncheck the Fl issuance flag for each client.

2. Check the boxes again, one at a time, until the error pops up to identify which record has the issue.
Fixing the dates:

1. Once you have found the record that is causing the error, go to that client’s Food Package Screen.
2. Re-enter the Effective and End dates for the food package(s) and save.
3. Continue on to On Demand and print the family’s Food Instruments.
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MISCELLANEOUS AIM SYSTEM MESSAGES

“Unable to reserve record” message

What could be happening?

This can be caused by more than one person trying to access a client’s record at the same time or exiting out
of AIM/Citrix by using Ctrl-Alt-Delete.

You could try...

a. Making sure you are the only person trying to access the client record.

b. If the error message continues to pop up, you can give CMA a list of the AIM user names who have been
in the record that day and CMA will terminate each of the sessions.

“You are running in query only mode” message

What could be happening?
You could be logged into clinic 00.

You could try...

Logging off of and then log back into AIM under a specific clinic.
“Record must be entered or deleted first” message

What could be happening?

You could be clicking the Add Record (Green +) icon when the cursor is in a blank field.

You could try...
a. To add data into the existing field.

b. If adding data does not resolve the situation, contact the Help Desk.

“Field is protected against update” message

What is happening?

This means that the data in the field you are trying to delete or change cannot be changed. This message
typically displays the day after data was entered and saved in a client record.

“The credentials you have supplied are invalid” message (Citrix)
What is happening?

This means that the data you have entered doesn’t match your user name and password in the Citrix system.

You could try...
a. Making sure the Caps Lock is turned off.

b. If you are using the numbered keypad, make sure the Num Lock feature is turned on.
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“Invalid username or password” message (AlM)
What is happening?

This means that the data you have entered doesn’t match your user name and password in the AIM system.

You could try...

a. Making sure the Caps Lock is turned off.

b. If you are using the numbered keypad, make sure the Num Lock feature is turned on.
C.

If these steps do not work, have your supervisor reset the password for you.

“Primary Key violation: AIM_PK_violated...”
What is happening?

AIM is having trouble saving data to the database, please contact the Help Desk.
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Section 2: Troubleshooting & Resolutions

Section Concepts:

This section covers common issues that have been reported to the Help Desk and how to avoid or resolve them.

CLIENT REG SCREEN

Client is showing as over income when they are within the income guidelines

What could be happening?

When this Issue comes up it is often caused by having multiple income providers in the Income Family screen.
Some of the information listed under these providers may not be accurate or up to date.

If you think this is happening, you could try...

To delete any incorrect or old income information (providers cannot be deleted, only the income information).

Steps to take:

Deleting Inaccurate or Outdated Over Income Data:

Click the Save (disk) icon.

Client should now be eligible for the program.

N o o s~ wDdhPE

E agram - [Income Calculatar]
@Flle Edit Itern Record Guery Window Help

Navigate to the Client Reg screen and click on Eligibility.

Click on Income Family or Income Individual, as applicable.

Click on each of the lines for the secondary providers in the Income window.
Click on the Interval of the income you would like to delete.

Click on the Red X in the AIM toolbar to remove the income.
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Figure 8 —Income Interval
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Wrong Date of Birth or Category (on day of certification only)
What’s wrong?
The infant or child has an incorrect birth date or category.
If you think this has happened, you could try...

Correcting the date of birth or category.

1/,\( Special Note: These issues can only be corrected on the day of certification.

Steps to take:
For Infants with an incorrect date of birth:

Change the Birth Date in the Client Reg screen and click the Save (disk) icon.
You will be prompted to go to Cert Action screen to correct the Expected Delivery Date (EDD).
After you have corrected the EDD, tab through all of the fields on the page to correct the Cert End Date.

A 0N PE

If medical data has been entered, tab through the fields on the Medical screen to correct the data on the
growth charts.
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Figure 9 — Birth Date
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Figure 10 — Expected Delivery Date

For Infants with an incorrect category:

1.

Click in the Category field In the Cert Action screen and use the backspace key to remove the incorrect

category.

Type in the correct category.

Tab through the fields and click the Save (disk) icon.

Update Health History data if necessary.

M Pragrarm - [Cerification {1 anj]
@File Edit ltemm Record GQuery Window Help

—|Client

‘ﬂ;|ﬂ|ﬁ|@| FF x| W < <[ <> > ] o|EH =S BI[E| 2| soormmstiso |
Client ID Last Hame First Hame MI1 M2 Birth Date
|10450004134 . }&RIZONA FIARRACK | |01r22r2011
rt Cert Client Present ? Wait Cert Created Termination
rt Date End Date Duration Ho Yes  List By Date
0} R TENERATE N =T el Ol I~ |userin Term | =
=] » I Term
® e o Term
® e o Term
® e o Term

Actual l—
Delivery Date: Proof of I

Expected '3—2102001 7~ Preq.
Delivery Date: r
Last Menstrual

Period:

CSF Distribution Site

Reason Client Hot Present

Comment

=

CERR |
Category Change |
Extenc Cert Period |

 Family { Client Reg (+ Cert Action { Medical ( Health { Hutr Quest

CMA Consulting Services

Page 18 of 149

¢~ CarePlan { Food Pkg

November 14, 2011



State of Arizona DHS

O

Consulting Services WIC AIM Training

AIM Super User Training Manual
Figure 11 — Category
For Categories C1-C4 with an incorrect birth date:

1. Terminate the new certification on the Cert Action Screen.

2. Change the Birth Date on the Client Reg screen and click save.

3. Return to the Cert Action screen and un-terminate the certification by clicking in the code field and then
clicking the Red X, then OK to exit the screen.

4. Click the Save (disk) icon.

< '\, Special Note: Sometimes a change in Birth Date causes a change in the category, if this
],‘\( happens; you can correct the category (see below).
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Figure 12 — Termination

For Categories C1-C4 with an incorrect category

1. Click the Cert Action screen radio button, and click in the Category field.

2. Back space to remove the incorrect category and type in the new category

3. Tab through the fields and save.

4. If Medical and Health data has been entered, tab through the medical data fields to correct graph plotting and

review Health data for possible corrections.
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CERT ACTION AND TERMINATION SCREENS

Accidental Termination of Certification
What’s wrong?
The client was terminated by accident.
If you think this has happened, you could try...
Deleting the termination.
Steps to take:

1. Exit the client record.

2. Atthe main Enroliment and Certification page, select (from the drop down menu) Certification, then Cert
Action and finally Termination.

3. Pull up the client’s record in the Termination screen.

4. Click the Term Reasons button and click on the Red X in the toolbar.

5. Click the Save (disk) icon.

BH|S|R| <|F%[% @ <|<[<[>|»]]

[Client]

= | R N

Recordt 174 [ List of Values DSCy KDBG>

Figure 13 — Termination Reasons
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What could be happening?

You accidentally categorized the certification for an out-of-state transfer as postpartum (P), instead of pregnant
(PG/PG2) during the initial transfer. This often happens when states use different category codes. For example,
P in other states may mean pregnant, while in Arizona it means postpartum. This causes a problem when the
client returns to be recertified as a postpartum (P). The category won’t be accepted by the system because the
same Actual Delivery Date (ADD) cannot be listed for two separate postpartum certifications.

If you think this has happened, you could try...

Fixing the category (same day only) or calling the Help Desk.

Steps to take:

a. If you notice this error on the same day as the initial transfer, you can reselect the category on the Cert
Action. screen and tab through the certification fields to recalculate the End Date.

b. If you notice this at a future visit, you will need to contact the AIM helpdesk for assistance.

To prevent this error in the future you could....

Verify the participant’s category before assigning it in AIM.

;‘?:'1'3 Arizona WG Program - [Transfer - Qut Of State]
@ File Edit [tem Record Guery Window Help

fln|a|| <|F (x| @ <|«[<]> > [>] &M

@E]'l il 9.0.27[Trnst|4513

—| Famili
Family ID Authorized Rep1 Last Hame Authorized Rep1 First Hame M1 M2
|1 10736762 PRANGER '—IERMIONE
—| Client
Client ID Last Hame First Hame M1 MI2
|1 3450004611 PRANGER FERMIONE
Birth Date Gender Application Date voC SSH
Fan 71381 " Male * Female F1 02011 'DAHO |
Mother's Client 1D
Ethnicity/Race
. Category
[~ Migrant [ Refugee s
FG2 .PREGNANT ADULT (18 AND O° | [ [ Activate
[~ Homeless [ Group Home “thig Client ?

Termination Reason

[~ Militany [~ Foster Care

I Family Info |
Cert Start Date Cert End Date Priority
P1 ngf2011 |1 0A19/2011 'J_-PRIORITY 0 Communications |

Client Present ¥
" Ho (¥ Yes

Reason Client Hot Present

E

{+ Transfer Out of State

CMA Consulting Services

{” Food Pattern

Figure 14 — Category
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Reinstatement of out-of-state transfers

4

What’s happening?

A family moved out of state while on the Arizona WIC Program and has moved back and needs to return to
Arizona WIC.

What can you do?

In most cases, you can reinstate the previous client/family records if the following conditions are present:
1. Therecord is inactive.

2. An Ineligibility Reason exists.

3. The Application Date is a date in the past.

Steps to take:

Deleting the Ineligibility Reason allows you to move an Out-of-State Transfer back into the existing family
record.

1. Start in the Client Reg screen.

2. Click on the Ineligibility Reason drop down arrow on the Client Reg screen and this message will pop up:

x

Ineligibility reasons cannok be entered For clients with open
certifications.

Figure 15 — Warning Pop-up

3. Click OK.
a. Clicking OK to the message deletes the Ineligibility Reason from the field.
4. Click the Save (disk )icon.

Complete the Ineligibility Reason removal process for each member of the family that will be transferred
back into AIM.

A Special Note: The Ineligibility Reason must be pre-existing. Out of State Transfer cannot

=

be completed if a client record is terminated and the Ineligibility Reason is removed on
the same day.
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_;?:'3 Arizona WIC Program - [Client Re

stration]
@File Edit Item Record Guery Window Help

B56F 5% %< M << <[> > s

|@E]|| il 9.0.27|Trnst|4513

. |
~{Family] Authorized Rep 1 Authorized Rep 1
Farnily ID Last Hame First Hame MH M2 v
[rroraersz [ forancer HERMIONE [ ] Motes
—| Client
Client 1D La=st Hame First Hame M1 MI2 S5H
|1 3450004611 - |GRANGER FERMIONE | | |

Birth Date Age (Yrs.) (Months) Gender Family Size WIC Family Size
FEH Ti1381 |30 |1 (" Male (+ Female

I~ Adi. Elig. |¥ |Inc. Elig.

=

Proof of Identity Application Date Mother's ID
-mc I FOLDER (INFANTS OF WIC MOTHER P1 02011 |

Fermers Market | EthnicityRace | Eligibilty |
[~ Migrant Disability
[~ Homeless I - Health Care | Other Programs |
[~ Group Home e
[~ Military e Transter Info | Previaus Mames |

[~ Refugee Ineligibility Reason
[~ Foster Cdre |,b MED OUT OF STATE

i~ Famity * Client Reg  Cert Action ( Medical

Communications | Previous Families: |

" Health (" Hutr Guest ( CarePlan (" Food Pkg

Figure 16 — Ineligibility Reason

Proceed to the Out-of-State Transfer screen.
Click the Query (flashlight) icon and enter the Family ID.
Click the Query (flashlight) icon again to bring up the family.

© ® N o

Click the Client Info push button to bring up the information about the first client in the family.

Special Note: For child categories (C1 — C5), you must change the application date to the
current date. Women and infant categories do not require change of application date.

h =
\J

10.
11.
12.
13.
14.
15.
16.

Enter the Verification Of Certification (VOC) data.

Select the category that corresponds to the VOC data.

Enter the Cert Start Date from the VOC data.

Enter the Priority (Zero for transfers).

Click either Yes or No to Client Present?

Save and click OK to the Transaction complete message.

Click the Next Record (VCR button) to retrieve the next member of the family to be transferred, and
repeat the steps above.
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@File Edit ltem Record Query ‘Window Help

‘Elﬁlﬁl@l Z|F %= @I Kl«|<[>[>[>] &EH=E B = 1' 9.0.27[Trnst}4513

—Family
Family 1D Authorized Rep1 Last Hame Authorized Rep1 First Hame M1 M2
|1 10736762 IGRANGER '—IERMIONE
—| Client
Client ID Last Hame First Hame M1 M2
|1 420004511 PRANGER '—iERMIONE
Birth Date Gender Application Date vOC S5H
an 71981 ~ Male * Female F1 Ei2011 'DAHO |

Mother's Client ID

Ethnicity/Race | I

_ Category
[~ Migrant [~ Refugee n
FG2 -PREGNANT ADULT (15 AND O [y { }Activate
[~ Homeless [ Group Home thig Client ?

Termination Reason

[~ Military [~ Foster Care
I Family Info |
Cert Start Date Cert End Date Priority
frmarzoi fionsrzot P_-pRlomW o Communications |
Client Present ? Reason Client Hot Present
" Ho (% Yes l_.

@ Transfer Qut of State " Food Pattern

Figure 17 — Transfer Screen

17. After completing transfers for current family members, click the Insert Record (Green +) to add any new

\

additions to the family.

j/‘\( Special Note: Make sure you wait until the end to add any new family members.

18. Select the Food Pattern radio button at the bottom of the window to assign food packages and print Food

A\

N

CMA Consulting Services

Instruments.

Special Note: If a family returns to your Arizona WIC after being on another state WIC
program and the certification is still active, then continue with the existing certification.
You may need to un-terminate the record if the record was manually terminated when the

family moved out of Arizona.
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ON DEMAND/UNIPRINT - ISSUES

There is no checkmark next to client’s name on the On Demand screen

Things you could try:

1.

Go to the Cert Action, Medical, Health and Food Package screens and click the Save icon (disk) in each
screen.
If this does not work, make sure the client is in a valid certification, and has a valid food package assigned.

Review last Food Instrument issuance.

Blank checks are in the preview window or checks are printing from the old food package

What could be happening?

If the Food Instruments are blank in the preview or they printed from the old food package, the client may have
two open certifications. This can happen if the current certification was not terminated when the new certification
(category change) was completed in the Cert Action screen, for example:

A category change is done and a new food package is selected. When the Food Instruments are previewed
they are blank. However, there were no messages to indicate that there was an error in the process.

A category change is done and a new food package is selected. Food Instruments are printed and the
amount and/or type of formula is incorrect. There were no messages to indicate that there was an error in the
process.

If you think this has happened, you could try...

Terminating the old certification.

Steps to take:

1.

At the main Enrollment and Certification page, select (from the drop down menu) Certification, then Cert
Action and finally Termination.

When the screen opens enter the Client ID.

Click on the Query (flashlight) icon.

Select the oldest certification that has no termination date and click in the Termination Date field (it will auto fill
with the current date).

Click on the Term Reasons push button.

When the screen opens click on the drop down arrow for the list of Termination Reason, select the

appropriate Termination Reason and click OK.
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[T %[ @ <[«[<[>[>]]

[Client]

| -

Record 171 [ [list of Values [<OSC> kOBG>

Figure 18 — Termination

7. Click OK again to close the screen.
8. Click on the Save (disk) icon.

9. Click on the appropriate radio button at the bottom of the screen to return to the client record.
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All of the checks do not print or UniPrint spooling does not come up
What could be happening?
UniPrint may not have loaded properly.
If you think this has happened, you could try...
To launch UniPrint.
Steps to take:

Click on the Start icon in the taskbar.

Click on All Programs.

Scroll to locate the UniPrint Client program.
Click on UniPrint Client.

Click on Launch UniPrint Client to load the program.

S O

If problems persist, call the Help Desk.

5 Windows Fax and Scan
# Windows Media Center
@ Windows Media Player
:_‘_l Windows Update
- ¥P5 Viewer
| Accessories
, Administrative Tools
, Cisco Systerns VPN Client
| (Games
J Juniper Metworks
; Maintenance
; Microsoft Office
J Microsoft Silverlight
. SharePoint
| Spark
| Startup
| Symantec Endpoint Protection
, UniPrint Client
| I % Launch UniPrint Client
@ UniPrint Client User's Guide

m

Figure 19 — UniPrint on Start Menu
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When sending a print job through AIM, the system asks for User Name, Password and Domain
What happened?
The network connection has been lost.
You could try...

To restart your computer and then send the print job again.
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Section 3: Transfers

Section Concepts:

This section will cover Out-of-State transfers, reinstatement of Out-of-State transfers, creating a placeholder family and

transferring just one client.

Step-by-Step Instructions:

TRANSFER OUT-OF-STATE

When doing out-of-state transfers it is important to follow each step in order to avoid any issues with AIM. The Transfer-
Out-of-State window is completed by the receiving clinic when a participant comes into a clinic stating they are currently
certified on WIC in another state. You would also use this window to complete a transfer for participants enrolled within
the state of Arizona on the Navajo Nation or ITCA WIC program. All AIM Consortium Partners must use this screen as
well if transferring amongst the State Agencies within the Consortium. The participant should have basic

certification/transfer information with them.

i Arizona WIC Program - [Enrollment and Certification]

ﬁcart\ficationlnfo. Tables Outputs Exit  Window

Client/Family Search

Family Infarmation
Clienk Reqgistration
Income Calculator

Cert Action Precertification
Tutrition Eligibility 3 Certification
Breastfeeding Counselor Termination
Resolve Dual Enroliments

Feemove Duplicates

C5FP Distribution Master List Input

Figure 20 - Transfer Out of State Navigation
1. Click the Certification Info menu in the Enrollment and Certification main menu.

2. Click Cert Action.
3. Click Transfer Out-of State. You are now at the Transfer Out-of State window.
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1 Arizona WIC Program - [Transfer - Out OF State]
@ File Edit Item Record Query Window Help

B8[s|m] <|=%[<] @ <[<[<]>|»[>] e
Family |D:W. Clinic: I'F-NC LI CLIMIC 10

Authorized Representative

= E ﬂ 9.0.51(Trnst|4510 |

Last Hame First Hame M1 MI2
e | g et [ [ Cliert Infa |
Rep2: I_ l_
Mailing Address Street Address
Street 1: 123 TRAIN LANE 23 TRAIN LANE
Street 2:
Cityr [PHOERIX PHOERIX
County: MERICOPA Sta‘te:IE Zip:W MARICOPA State:lE Zip:lm
Marital Cenguags Translator
Status: F-W Primary: |—1-W Required

Disabiits| W[ secondans| o T

- - -
Copeiivaniioien=to o (i IT. Communications | Phone/Confidentiality

I - Level:
G VES, GAVE FORM Family
Size:

* Transfer Out of State " Food Pattern

Figure 21 - Transfer Out-of-State screen

4. Click the Clinic LOV and select the clinic site. The system will generate a new Family ID.
5. Complete the required fields.
e Authorized Rep name
e Address
e Marital Status
e Voter Registration
e Family Size
e Primary Language
e Education Level
6. Click on the appropriate push button to enter in the Communications and Phone/Confidentiality information as
needed.
7. Click on the Client Info push button. This pop-up is similar to the Client Registration window. The Family

section is carried over from the previous screen.

CMA Consulting Services Page 33 of 149 November 14, 2011



Odua

Consulting Services WIC AIM Training

10.
11.

12.

State of Arizona DHS

AIM Super User Training Manual

4 Arizona WIC Program - [Transfer - Out OF State]
@ File Edit Item Record Query Window Help

|§IE|&|@| 'ﬁl?l?l'ﬁl@l 1< |<< | < |> |>> |>I| Qlﬁlmlgllﬁﬁlllﬂ 9.0.51(Trnst|4510

—{Family
Family ID Authorized Rep1 Last Hame Authorized Rep1 First Hame M1 M2
|1 10706431 'SAMPLE 'SAM
—| Client
Client 1D Last Hame First Hame M1 M2
[panpLE [earaH
Birth Date Gender Application Date voC SSH

ﬁorzorzuoe " Male {* Female P3!02f2011 PH\O |

Mother's Client ID

Ethnicity/Race | I—
Category
F1 -1 YEAR OLD CHILD ird Activate
this Client

Termination Reason

[~ Migrant [~ Refugee
[~ Homeless [ Group Home
[~ Military [~ Foster Care

I Fatnily Info |
Cert Start Date Cert End Date Priority
| GEEFIE [irits0i p -pmomw 0 Commurnications |
Client Present ? Reason Client Hot Present
" Ho {+ g\'esE
(+ Tranefer Out of State " Food Pattern

Figure 22 - Client Info. (Transfer Out-of-State)

e Fillin the required participant information:
> Client Name

> Birth Date
> Application Date
> VOC

«(VOC # from previous WIC Program) A value MUST be entered in this field to complete a
transfer. Please refer to your state policy for acceptable values if a VOC number is not

available
> Ethnicity/Race
» Category

> Cert Start Date

«The Cert End Date will auto calculate based on category once the cert start date is entered
> Priority

> Client Present

The Activate the Client? check box will default as marked to indicate the client is active. Do not remove the
check to make the participant inactive.

Click on the Family Info push button to return to the Transfer Out-of State window.

Save. You have completed the transfer process.

Checks may be printed at this time by selecting the Food Pattern radio button at the bottom of the window.
Please refer to the AIM 101 training manual to review completion of the Food Package window.

Exit to the Enrollment and Certification window.
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TO REINSTATE AIM FAMILY RECORDS UPON AN OUT OF STATE TRANSFER:

From time to time, families that moved out of state while on WIC in your state end up moving back to your state and need
to return to WIC. In most cases, you may be able to reinstate the previous client/family records if the following conditions
are present:

In most cases, you can reinstate the previous client/family records if the following conditions are present:

1. Therecord is inactive.
2. An Ineligibility Reason exists.

3.  The Application Date is a date in the past.

Step-by-Step Instructions:

Deleting the Ineligibility Reason allows you to move an Out-of-State Transfer back into the existing family record.

1. Start in the Client Reg screen.

2. Click on the Ineligibility Reason drop down arrow on the Client Reg screen and this message will pop up:

x

Ineligibility reasons cannok be entered For clients with open
certifications.

Figure 23 — Warning Pop-up

3. Click OK.
a. Clicking OK to the message deletes the Ineligibility Reason from the field.

4. Click the Save (disk )icon.
Complete the Ineligibility Reason removal process for each member of the family that will be transferred back into
AlIM.

\, Special Note: The Ineligibility Reason must be pre-existing. Out of State Transfer cannot

d be completed if a client record is terminated and the Ineligibility Reason is removed on
the same day.
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}-‘:‘3 Arizona WG Program - [Client Registration]

@File Edit Hem Record Guery Window Help

B/0|8|9] <|F|%|<| Wl <[<[<[>[>[>] &m|M]]

@E]'l il 9.0.27Trnst 4513

_@ Authorized Rep 1 Athorized Rep 1
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—| Client

Client 1D Last Hame First Hame M1 M2 SSH

|1 3450004611 - IGRANGER PERMIONE | | |

Birth Date Age (Yrs.) (Months) Gender Family Size WIC Famnily Size

FBM 7H 95 |30 |1 (" Male 1+ Female

: - . [~ A, Elig. ¥ | Inc, Elig.

Proof of Identity Application Date Mother’s ID

Fl .u\nc I FOLDER (INFANTS OF v MOTHER P1 82011 | . Ii_gg
Fermers Merket | EthnictyRace | Eligikility |

™ migrant Disability

™ Homeless - Health Care | Cther Programs |

[ GroupHome  VOC

[~ Military 6] Transfer Info | Previous Mames |
[~ Refugee Ineligibility Reason
|- Foster Care I,"} MOWED QUT OF STATE Communications | Previous Fatnilies |

 Family % Client Reg ( Cert Action  Medical  Health 7 Hutr @uest CarePlan & Food Pkg

Figure 24 — Ineligibility Reason

Proceed to the Out-of-State Transfer screen.
Click the Query (flashlight) icon and enter the Family ID.
Click the Query (flashlight) icon again to bring up the family.

Click the Client Info push button to bring up the information about the first client in the family.

1,\\( Special Note: For child categories (C1 — C5), you must change the application date to the

current date. Women and infant categories do not require change of application date.

Enter the Verification Of Certification (VOC) data.

Select the category that corresponds to the VOC data.

Enter the Cert Start Date from the VOC data.

Enter the Priority (Zero for transfers).

Click either Yes or No to Client Present?

Save and click OK to the Transaction complete message.

Click the Next Record (VCR button) to retrieve the next member of the family to be transferred, and repeat the
steps above.
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1

! jram - [Transfer- Cu 3
Edit lem Record Query Window Help

B File
‘E|E|E|@| il?l?lfl @l I< |<< | < |) |)) |)I| @llmlﬁ E® ?l 9,0,27Trnst|4613
—| FamiIE

Family 1D Authorized Repi Last Hame Authorized Repq First Hame M1 M2

|1 10736762 |GRANGER r-IERMIONE
—| Client

Client 1D Last Hame First Hame M1 M2

I'I 3450004611 FRANGER hERMlONE

Birth Date Gender Application Date Yoo SS5H

Fsmngm " Male * Female Fmsrzuﬂ 'DAHO |

Maother's Client ID

Ethnicity/Race | I
Category

FG2 -PREGNANT ADULT (15 AND 0 [y { }Activate
“thig Client ?

[~ Migrant [~ Refugee

[~ Homeless [ Group Home

[~ Military I Foster Care Termination Reason

I Family Info |

Cert Start Date Cert End Date Priority

P1 082011 |1m1 9i2011 F -pmomw i Communications |

Client Present ? Reason Client Hot Present
 Ho (v Yes

& Transfer Out of State " Food Pattern

Figure 25 — Transfer Screen

17. After completing transfers for current family members, click the Insert Record (Green +) to add any new additions

to the family.

A

=

Special Note: Make sure you wait until the end to add any new family members.

18. Select the Food Pattern radio button at the bottom of the window to assign food packages and print Food

Instruments.

A\

{

Special Note: If a family returns to your Arizona WIC after being on another state
WIC program and the certification is still active, then continue with the existing
certification. You may need to un-terminate the record if the record was manually
terminated when the family moved out of Arizona.
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MOVING A PARTICIPANT FROM ONE FAMILY TO ANOTHER

There are times when a family has two different Family ID numbers and you want to combine them into one family ID or a
family member is moving from one Arizona WIC family to another Arizona WIC family.

8 Arizona WIC Program - [Client Registration]

@E\Ie Edit Item Record Query Window Help

Bli|a]m] &|F[%[<] B k|<[< > ]» 1] ol

. N
_@ Authorized Rep 1 Authorized Rep 1 _I
Famnily 1D Last Hame First Hame M1 M2 v
I N I
—{Client
Client ID Last Hame Firgt Hame MM M2 SSH
Birth Date Age (Yrs.) (Months) Gender Family Size WIC Family Size
 Male " Female
I= | sy, Enig. [= Ine. Elig.
Proof of Identity Application Date Mother's ID I £y 'y
Ethnic Grou, Race
| -_D [ Ad| Ethric Graups | Eligihility |
I Migrant Digability
[ Homeless Health Care | Other Programs |
[ Group Home  YOC
I Military Tranzter Info | Previous Names |

I Refugee Ineligibility Reagon
I Foster Care I Communications | Previous Families

" Family * ClientReg " Cert Action (" Medical " Health ¢ Diet Assess {( CarePlan { FoodPkg

Enter a queny; press FS ta execute, Cirl+q to cancel
|Record: 1/1 [Enter-Quey List of Values [<DSC» <DBG> |

Figure 26 — Client Reg Screen

| fl

1. From the Client / Family Lookup screen, search for the participant you want to move. Write down the Client ID
number or click in the field and press Ctrl + C on your keyboard.

2. Clear the form (icon on the top menu bar) and query the family into which you are moving the client. Double click
the Client ID, which will bring you to the Client Reg screen.

3. Place your cursor in the Client ID field and click the query (flashlight) icon. The client information fields will be
cleared. The Authorized Rep fields should still show the family’s Authorized Rep.

4. Enter the Client ID number of the participant you wish to move by either typing it in or pressing Ctrl + V on your
keyboard.

5. Click the query icon again. The participant’s information will now be displayed.
Verify that the family information at the top of the screen is correct.

Save your work. The participant is now moved into the new family.
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2% Tips, Tricks, and Shortcuts:
When transferring from clinic to clinic within a local agency, you may also look up the family or participant by double click

in the Family ID field to access the Client/Family Lookup window.

To add multiple family members in the Client Info window, place your cursor in the Last Name field and click on the Insert

Record icon. The Participant section is now blank and ready for the user to enter in data for the new family member.
The Transfer Out-of-State screen cannot be used for updating client records. Once you have completed entering client
data in Client Info and save, the record cannot be modified in this screen. To modify the data in the record, within the

same day, you will have to use the Certification screens.

WIC Waiting List: If the receiving agency is not serving the priority of the participant(s) being transferred the participant will
be placed at the top of the waiting list.
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Chapter 2: Operations Management

Chapter Preview:

This chapter describes how to use the Operations Management module of the AIM System. Operations Management

automates administrative tasks and reports associated with the State and Local Agencies, Outreach/Referral
Organizations, and Programs.

Chapter Objectives:

Upon completion of this chapter you will be able to:
e Correctly add, delete, and update staff member data.
e Properly update organizational unit data.

e Accurately add, delete, and update outreach/referral organizations.
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Section 1: Organizational Units

Section Concepts:

This window is used to capture and maintain information about organizational units (State Agency, Local Agency, Clinic)
in each State Agency WIC Program as well as the program categories and Outreach/Referral organizations that are
associated with each Local Agency and clinics. Additionally, this window is used as the first step to creating your calendar

where you will assign an appointment interval to your existing clinic(s).

Step-by-Step Instructions:

£ Arizona WIC Program - [Operations Management] = B3

EAIEEGI IR Tables Outputs Exit Window 18] x|
Staff Data

Organizational Units

Dutreach Organizations

Programs

Time Study Daily Logs

Annual WIC Cost Summary I
L] Ak ~

Figure 27 - Organizational Units Navigation

1. Click the Operations Management icon on the Master Menu.
2. Click Operations Mgt. on the Operations Management main menu.
3. Click Organizational Units.
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£ Arizona WIC Program - [Organizational Units] [_[&]X]
@ File Edit ltem Record Query Window Help = ]ﬂ 1]

Bld|8 || 5% %% B k[<|<]>]> ] =8

BlE 2|

=

Organization Code : [— Hame: I
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Parent Org. Code : I_-E Hame: I

WIC Office Space : F Measuring Unit: IE v] Food Pattern Prefix:
Contact Info.
EMail: |

Comment : rl Fhene

Program & Outreach Org.
Next Page

al
Enter the Code for the Organization.
FRecord: 141 [ [ KOSC> <DBG> |

Uik

Figure 28 - Organizational Units

Type in the Organization Code determined by your State Agency.

Tab to the Name field and type in the organization’s name.

Tab to the Organization Level field and select the type of organization from the drop down list.

e The field defaults to Local Agency.

If applicable, Tab to the FNS ldentifier field and type in the identification number assigned by Food and Nutrition

Services (FNS).

Tab to the Elevation field and enter the elevation for the organizational unit.

e The figure needs to be in feet above sea level.

e This figure is used to help facilitate CDC reporting requirements for blood work data.

Tab to the Address field and enter the address for the organization.

Tab to the City field and type in the city or select it from the LOV.

e The System defaults the County, State, and Zip Code fields based on the City.

Tab to the Parent Org. Code field and select the parent organization for this organization from the LOV.

e This field is disabled if the Organization Level is State Agency.

e |f the Organization Level is Local Agency, the LOV contains the State Agency.

e |f the Organization Level is Clinic, the LOV contains all the Local Agencies.

e The AIM System displays the Name field for the parent organization once the Parent Org. Code field is
selected.

Tab to the WIC Office Space field and enter the office space, in square feet, that is allocated for the WIC Program

at this specific site.
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Tab to the Measuring Unit field and select the measurement unit (English or Metric) used at this location from the

drop down list.

e This field determines which measurement is defaulted for the weight and height fields on the Medical screen
of the Enrollment and Certification module.

Tab to the E Mail field and type in the organization’s e-mail address, if applicable.

Tab to the Comment field and enter any pertinent comments, if desired.

Click the Contact Info push button to display the Contact Info pop-up window.

2 Arizona WIC Program - [Drganizational Units]

@Eile Edit ltem Record Query Window Help =18l

BB|e|m| 8[F[#[<| B k[«[<[>[> || &S] EEIF 2|

=l
(Coroetre [
Organi 2999
Staff ID: [— E
Last Name: First Name: ]
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Comment
wic

|
-
Phone oK | rh Org. |
-

Select the Staff Member D from the list of values.
|Record: 11/2 [ \List of Walues <DSC> <DBG> |

ﬂ :

Figure 29 - Contact Info Pop-Up

Click the Staff ID LOV and select the identification number of the staff person who is designated as the contact for

this organizational unit.

e The AIM System displays the Last Name, First Name, Title, and Comment fields for the staff member once
the Staff ID is selected.

e Clicking the Phone push button allows you to view the phone information for this staff member. You may not

update any phone information on this pop-up.

1/\\( Special Note: If you do not remember the Staff ID number, you can look it up in the

Operations Management module under Staff Data.

Click the OK button to save the data and return to the Organizational Units window.
Click the Phone push button to display the Phone pop-up window.

Enter the phone data for this organizational unit.
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21. Click the OK button to save the data and return to the Organizational Units window.
22. Click the Program & Outreach Org. push button to display the Program & Outreach/ Referral Organizations pop-

up window.

Arizona WIC Program - [Drganizational Units]
@Eile Edit ltem Record Query Window Help =& x|

ElBja|s] 5w @ k<] <[> [> ] ofslm]S B 2]

LUl program & Outreach Org. ‘—
Orpnictos - Program Categorics] —

Add Code Description

B " ]1
f

IC '/1C

C

Parent Org.

]

WIC Office

~[Outreach { Referral Organization}

Cor  Code Outreach

L —
I_ T
=

Select the Program Code from the list of values.

|Record: 1/2 [ [ <0SC> <DBG> |

ﬂ :

Figure 30 - Program & Outreach Referral Organizations Pop-Up

23. Click the Code LOV in the Program Categories section and select the program category identification code for
which this organizational unit provides services.
e The AIM System displays the Description field for the program once the Code field is selected.
24. Tab to the Comment field and enter any associated comments for this program, if needed.
. Repeat Code selection and entering comments for all programs associated with this organizational unit
25. Click the Code field in the Outreach/Referral Organizations section.
e Some of these fields may be already populated with Outreach/Referral Organizations affiliated with Programs
entered in the Program Categories section.
26. To add an Outreach/Referral Organization not associated with the selected Programs, click the Insert Record icon
. Click the Code LOV and select the Outreach/Referral Organization identification code.
e The AIM System displays the name of the Outreach/Referral Organization in that field once the Code is
selected.
27. Click the OK button to close the pop-up and return to the Organizational Units window.
28. Click the Next Page push button to display the Organizational Units Characteristics pop-up window.
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Figure 31 - Organizational Units Characteristics pop-up

29. The Print Appointment Notices checkbox defaults to checked. This allows for Appointment Notices to be printed
as part of the End-of-Day process.
¢ Uncheck the box to cancel the automatic generation of Appointment Notices.

30. The Print Appointment Labels checkbox defaults to checked. This allows for appointment address labels
generated during the End-of-Day process.
e Uncheck the box to cancel the automatic generation of address labels for appointments.

31. Tab to the Appt Interval field and enter the duration of time, in minutes, this is the time between appointment slots
for the clinic.
e Enter a duration interval of time that is suitable to the service that takes the least amount of time to complete,

and will display a suitable number of appointment slots.

Example: An Fl issuance may only take 5 minutes to process, but if you assign your clinic interval duration at 5
minutes; there will be 96 appointment slots per user in an 8 hour work day. A 30 -minute appointment type will
take up 6 appointment slots for one client.

32. Tab to the Cross Streets field and enter the main cross streets nearest this organizational unit, if desired.
e This information can be particularly helpful to other clinics and agencies attempting to assist potential clients

in locating your site.

33. Tab to the Organization Size and select the size of the organizational unit (small, medium, large) from the drop-
down list.
e This is used to determine clinic size for finance and food instrument functions in the AIM System.

34. Tab to the WIC Clinic checkbox and mark as checked if this organizational unit is designated as being a WIC

clinic.
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Tab to the CSFP Clinic checkbox and mark as checked if this organizational unit is designated as being a CSFP

clinic.

Tab to the CSFP Distribution Site and mark as checked if this organizational unit is designated as being a CSFP

Distribution Site.

e These checkboxes are useful in other areas of the AIM System to allow a LOV window to only display WIC
clinics, CSFP clinics, or CSFP Distribution sites, as appropriate, for user selection.

If desired, Tab to the Zip Codes Serviced field and select the zip code(s) for which this organizational unit

provides services.

e This is determined by your State Agency.

Tab to the Comment field and enter any associated comments for these Operating Characteristics, if needed.

Click the OK button to close the pop-up and return to the Organizational Units window.
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2L Tips, Tricks, and Shortcuts:

To update an existing organizational unit’s record:

S O

Upon entering the Organizational Units window, put the window into Query format by pressing the F8 key or
clicking the Query icon on the toolbar.

Enter the Organization Code and/or the Name of the Organization.

Execute the Query.

Update record as needed.

Click the Save icon on the toolbar to save updates.

Click the Exit icon on the toolbar to return to the Operations Management main menu.
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Section 2: Outreach Programs & Referrals

Section Concepts:

This window is used to capture and maintain information about Outreach/Referral Organizations, and the Program
Categories for which they provide services. Data about Outreach/Referral Organizations entered at a Local Agency is sent
to the Central database as part of the End-of-Day process but each Local Agency database only contains the

Outreach/Referral Organization information that pertains to its clinics.

Step-by-Step Instructions:

#8 Arizona WIC Program - [Operations Management] [_[2] ]

EACEN R Tables Outputs Exit Window =18
Staff Data
Organizational Units
Dutreach Organizations

Programs

Time Study Daily Logs

Annual WIC Cost Summary I
] Al ~ e

Figure 32 - Outreach/Referral Organizations Navigation

1. Click the Operations Management icon on the Master Menu.
2. Click Operations Mgt. on the Operations Management main menu.

3. Click Outreach Organizations.

i Arizona WIC Program - [Outreach Organizations]

F\Ie Edit Item Record Query Window Help

BH8R] 8% [%[F] 8] K[<[<[>[» ] &e(un|6 [ FEIEE] 2| rostcmsosn
~— [Outreach / Referral Organization| i
Outreach / Referal Org. ID: l Hame: I
Outreach | Referral Org. Type: I [~ Smoking Referral Org.
Locsl Agencies |
(TR Communicationsl
Programs |
City:
County: State: I_ zZip Cude:l . Phone |
—[Contact Information
Last Hame: First Hame: I MI1:| M2 I
Title: =
Comment: i
=

Figure 33 - Outreach/Referral Organizations
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4. Tab off the Outreach/Referral Org. ID field, the AIM System automatically creates the ID number.

5. Type in the Name of the Outreach/Referral Organization.

6. Tab to the Outreach/Referral Org. Type field and select the type from the LOV.

7. Tab to the Address field and type in the address for this Outreach/Referral Organization.

8. Tab to the City field and type in the city or select it from the LOV.
e The System defaults the County, State, and Zip Code fields based on the City.

9. Tab to the Contact Information section and type in the name of the contact for this Outreach/Referral
Organization.

10. Tab to the Title field and select the contact person’s title from the LOV.

11. Tab to the Comment field and enter any applicable comments, if needed.

12. Click the Communications push button to display the Communications pop-up window.
e This is the same pop-up window as previously discussed in Enrollment and Certification. Refer to Chapter 6

for further information.
13. Click the Programs push button to display the Programs pop-up window.

9 Arizona WIC Program - [Dutreach Organizations]
@Eile Edit ltem Record Query Window Help =& ]

BBe|m| 1[F (%[ B K[«<[<[> > || S EEF] 2|

— [Outreach { Referral Organization
outreach £~ R

Outreach tF | Description rg.
Address: SS1/ GENERAL A55ISTANCE 7Y
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—{Contact Inf i -
LastName:  Comment
Title: =
Comment ‘
1 !
OK

Select the ID for the program from the list of values.

[Record: 141 [ [ <0SC> <DBG> |

ﬂ :

Figure 34 - Programs Pop-Up

14. Click the LOV for the ID field to select the code for the program category for which the Outreach/Referral
Organization provides services.
e This data comes from the Program Categories window in the Operations Management module. The Program

Categories window must be completed prior to entering data on Outreach/Referral Organizations.
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Tab to the Comment field and enter any applicable comments, if needed.

Click the OK bhutton to close the pop-up and return to the Outreach/Referral Organizations window.
Click the Phone push button to display the Phone pop-up window. Enter Phone information for this
Outreach/Referral Organization.

Click the Local Agencies push button to assign the outreach referral to an agency.

Click OK to close the pop-up.

Click the Save icon on the toolbar to save the data.

Click the Exit icon on the toolbar to return to the Operations Management main menu.
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2% Tips, Tricks, and Shortcuts:

To update an existing Outreach/Referral Organization record:

L O

Upon entering the Outreach/Referral Organization window, put the window into Query format by pressing the F8
key or clicking the Query icon on the toolbar.

Enter the Outreach/Referral Org. ID, the Name, and/or the Outreach/Referral Org. Type.

Execute the Query.

Update record as needed.

Click the Save icon on the toolbar to save updates.

Click the Exit icon on the toolbar to return to the Operations Management main menu.
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Section 3: Staff Data

Section Concepts:

This window is used to enter new staff members and to maintain existing staff member data. This screen is an important
step to creating your calendar. If you do not want the New Appointment Scheduler to display actual staff members’
names on the appointment sheet, you must enter a unique identifier in the Alias field. You will use those “staff member

aliases” when completing the Staff Day tables for the Calendar Build.

Step-by-Step Instruction:

Program - [Operations Management] [_[&]x]
8 Tables Outputs Exit ‘Window 181 x|

Org: tional Units
Dutreach Organizations
Programs

Time Study Daily Logs l

Annual WIC Cost Summary
W s o o

Figure 35 - Staff Data Navigation
1. Click the Operations Management icon on the master menu.

2. Click Operations Mgt. on the Operations Management main menu.
3. Click staff Data.
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Figure 36 - Staff Data screen

With your cursor in the Staff ID field, press the Tab key to display a system generated Staff ID humber.

e When existing information displays on the screen, place your cursor in the Staff ID field and click the Add
Record icon on the toolbar. The System clears the screen and automatically assigns the next available ID
number.

Tab to the Position # field and type in the Position ID for this staff member. This is optional.

Tab to the Vacant checkbox and mark as checked if this position is currently vacant. This is optional.

o |f the Vacant checkbox is marked, the last name and first name are automatically named “Vacant” by the AIM
System.

Tab to the Pseudo checkbox and mark as checked if this position is to be a pseudo position. This is optional.

e A Pseudo staff position is used in the Appointment Scheduler module to allow for voluntary overbooking.

Tab to the Non-WIC checkbox and mark as checked if this position is not a WIC employee. This is optional.

e This identifies a non-WIC staff member, such as a temporary employee.

Tab to the Name fields and enter the staff person’s last, first, and middle initial.

e The System displays the staff member’s initial in the Initials field.

Tab to the Educational/Professional Suffix field and enter the staff person’s educational or professional title, if

desired.

Tab to the Alias field and enter a unique identifier for the WIC staff member.

e The Alias can be a maximum of a six digit alphanumeric characters.

e Each Alias name must be unique within the local agency, not to be duplicated.
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e This Alias name will appear as the heading for each column of the staff member’s appointment sheet and
staff day screen.
12. Tab to the Local Agency Coordinator check box and mark as checked if this position is a Local Agency
Coordinator.
13. Tab to the Street Address field and enter the address of where this staff person works.
14. Tab to the City field and enter the city, or select it from the LOV.
e The System defaults the County, State, and Zip Code fields based on the City.
15. Click the Phone push button to display the Phone pop-up window. Enter Phone information for this staff member.
16. Click the OK button to save the data and return to the Staff Data window.
17. Tab to the E-Mail field and enter this person’s email address, if available.
18. Tab to the Comment field and enter any applicable comments, if desired.

19. Click the Language push button to display the Languages pop-up window.

7 Arizona WIC Program - =(B1x]

BB File Edt Item Re Help =18
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Figure 37 - Staff Data (Language Pop-Up)

20. Click the Primary LOV button and select the primary language for this staff member.
21. Click the Secondary LOV button and select a secondary language for this staff member, if applicable.
22. Click the OK button to close the pop-up and return to the Staff Data main window.

23. Click the Training push button to display the Training pop-up window (optional).
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Figure 38 - Staff Data (Training Pop-Up)

Enter the Date the training session was conducted.

o If this staff member has prior training records input to the AIM System, the most recent training record stored
in the System for this staff member is displayed when the pop-up is initially displayed.

e To add a new training record when prior records exist, click the Insert Record icon on the toolbar to create the
space for a new record.

Tab to the Class Topic field and enter the name of the class.

Tab to the Location field and enter the location for this class.

Tab to the Instructor field and enter the instructor’s first and last name.

Tab to the Duration field and enter the number of hours training this class provided.

Tab to the Cost field and enter the dollar amount charged for this class, if applicable.

Tab to the In Service checkbox and mark as checked if this training course was provided within the WIC Program.

Tab to the Out Service checkbox and mark as checked if this training course was not provided by the WIC

Program.

Tab to the Nutr. Ed checkbox and mark as checked if this course provided training about nutrition education

topics.

Tab to the Other checkbox and mark as checked if this course provided training about a topic other than nutrition

education.

Use the Next and Previous push buttons or the VCR buttons on the toolbar to find other training records stored in

the AIM System for this staff member.

Click the OK button to save the training information entered and to return to the Staff Data window.
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In the Job Description section of the screen, tab to the Program ID field and select the Program(s) for this staff

member from the LOV.

e You must complete this line of data for every program where the staff person works.

e The System displays the Description, Code, and Organization fields corresponding to the Program ID
selected.

Tab to the Title field and select the staff person’s title from the LOV.

Tab to the Salary field and enter the hourly dollar salary received by this staff member, if desired.

e Even though a user may have access to this window, only those persons with the appropriate security
clearance can view the Salary field.

Tab to the ERE% and enter the Employee Related Expenses percentage for this staff member.

Tab to the Start Date and enter the date the staff person began this job.

e When the staff person ends this particular job function, the last day of employment needs to be entered in the
End Date field.

Tab to the Hrs/WKk field and enter the hours per week for which this position is budgeted.

e The AIM System displays the FTE Base field with the default value of 40.

e Based on the Hrs/Wk and the FTE Base, the AIM System calculates and displays the FTE.

Tab to the Home Org check box and mark as checked, to designate the associated program as the job and

organization as this staff person’s primary job responsibility.

e When marked, this designates the corresponding Program ID as the staff person’s home organization.

e The AIM System defaults the Address and Phone number data in the Staff Information section to the Local
Agency address and phone number.

o If the staff works in multiple clinics, still only one clinic is marked as the Home Org. In order for the staff
information to display within the other clinics, those other clinics are to be added to the Security screen.

Please refer to Chapter 2 for more information.

:13 Arizana WIC Program - [Staff Data]
@ File Edit ltern Record Query WWindow Help
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Figure 39 - Staff Data Job Description
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43. Click the Save icon on the toolbar to save the data.

44. Click the Exit icon on the toolbar to exit the window and return to the Operations Management main menu.

TO UPDATE AN EXISTING STAFF MEMBER’S RECORD:

1. Update record as needed.

o A staff member’s existing job description in the Job Description section (in the Staff Data screen in the
Operations Management module) cannot be changed. However, you may delete the job description and enter
a new one with the appropriate changes.

e A Program may be deleted successfully from a staff member unless there are conflicting appointments
according to the message prompt. The appointments must be removed from the staff’'s schedule before a
program is deleted and saved.

2. Upon entering the Staff Data window, put the window into Query format by pressing the F8 key or clicking the
Query icon on the toolbar.

Enter the Staff ID and/or Last Name, and First Name fields.

Execute the Query.

Update record as needed.

Click the Save icon on the toolbar to save updates.

N o o kM w

Click the Exit icon on the toolbar to return to the Operations Management main menu.

TO ENTER AN END DATE IN STAFF DATA FOR THE LAST DAY OF EMPLOYMENT:

1. Click in the End Date field and enter the correctly formatted end date (mm/dd/yyyy) of the staff member’s last day of
employment.

e If an end date is entered into the End Date field, the staff does not appear on the Appointment Sheet, or in
Staff Schedule screens, starting the day after the end date is entered.

¢ If the staff had appointments on the appointment sheet beyond the End Date entered, the application will
prompt the user to remove all conflicting appointments before attempting to terminate the staff.

e If there are no conflicting appointments, the user will be able to Save and receive a Transaction Complete.

o |If a future date is entered into the End Date field, the staff will remain on the appointment sheet schedule until
the day after the end date becomes effective. Because the termination is in the future, the staff information
will remain in the Staff Schedule screens under Setup in the Appointment Scheduler, until the end date is
effective.

2. Click the Save icon on the toolbar to save the data.
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DELETING A PROGRAM:

1. Click the Program ID field to view the Program(s) for this staff member.
2. Click the Delete icon to remove the job description from the staff member.

e A Program may be deleted successfully from a staff member unless there are conflicting appointments
according to the message prompt. The appointments must be removed from the staff’'s schedule before a
program is deleted and saved.

e If deleting multiple job descriptions, save between each deletion.

e A deletion of the Program results in the staff's schedule removed immediately, in real time.

e The staff information is also removed from the Staff Schedule screens of the Appointment Scheduler.

3. Click the Save icon on the toolbar to save the data.
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Chapter 3: System Administration

Chapter Preview:

This chapter describes how to use the Security window of the AIM System to assign and update user IDs, passwords

and functional roles for WIC/CSFP staff members.

Chapter Objectives:

Upon completion of this chapter you will be able to:
e Correctly assign a password and security roles for a WIC/CSFP staff person.

e Successfully reinstate a forgotten password for a WIC/CSFP staff person.
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Section 1: Security & Roles

Section Concepts:

The Security window is used to assign and reinstate User IDs and passwords for WIC/CSFP staff persons. This
function will be used when a new employee is hired and if staff members need their password or expiration dates
changed.

This window is also used to assign roles to all staff members. Security roles determine the areas of the AIM System to
which a staff member has access. This function of the AIM System helps to ensure only qualified and trained staff
members perform the given tasks.

When you first begin using the AIM System, or you have a new employee, you must complete both the password and
role sections of the Security window in the System Administration module (located in the Master Menu). However,

once an employee has been established in the Security window, you only need update the necessary sections.

Step-by-Step Instructions:

£ Arizona WIC Program - [System Administration]
3 NIEUN Tables Outputs Exit Window

Backup
Archive Data

Archive Retrieval
End of Day

Se

M'_l \OTin I
2 N

Figure 40 - Security Navigation
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ASSIGN PASSWORDS AND ROLES TO NEW USERS

1. Click the System Administration icon on the Master Menu.
2. Click System Administration on the System Administration main menu.
3. Click Security.

£ Arizona WIC Program - [Security] [_[2]X]
BAl File Edit ltem Record Query Window Help =8| x|
Ble|s|m| <[F|%|F| B k[<|<|>[> ] &m)m=|6 [ EEE 2|
Password Time Study ..‘.J

User ID Password Staff Name Expires Supervisor

ABRAHAM| R Agency/Clinic [ALEXANDER, DONNA 22 |1 2/11/2000 2 I

BHOLT Agency/Clinic DENNIS, SHEILA -30 [58/05/2000 I

CPIPER  [==* Agency/Clinic HOLCOMB, RON -5 07/14/2001 Vv

SR eoset Agency/Clinic HEADLY, JENNIFER -32 3 IEB!22!2001 ‘ ’ i1

DMITCHE [ Agency/Clinic LEXANDER, DONNA -22 [58/1 4/2000 | o

Comment
Role
152 DEVELOPER A
Default Roles

i L’—‘
Enter the user's ID. l
[Record: 172 [ <0SC> <DBG> |

Figure 41 - Security screen

4. Enter your first staff member’s User ID.

e The User ID can contain up to eight letters and/or numbers.

e The designated person at each Local Agency will determine the format for the User ID.
5. Tab to the Password field and enter the password for this user.

e The password must be four to ten letters and/or numbers long.

e Users must change their password the first time they log-on to the AIM System.

6. Tab off the Password field and the System displays a Password Verification pop-up window.
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7 Arizona WIC Program - [Security] (&) x]
@Eile Edit ltem Record Query Window Help =18 x]
Eleem] <F %< B k[<[<[>]> ] oo EaE 2|
Password Time Study ;]
UserID  Password Staff Name Expires Supervisor
DROCHE [ Agency/Clinic |CDNTER.DEBHA -26 |u_s/1412000 = r
[WAITE [ asneilCiie IEM[TH.I?TEVEA-zouoa [63/10/2000 ‘ r
[KMENION [ N, EVELYN 19 05/08/2000 E
[KMEYHE [ | D.BETH 25 1270172000 -
[KNELLIS [~ I, TING 24 1270172000 I
oK. I =4
Comment
Role
[5Z_DEVELOPER =
EYSADM
Default Roles
7| _>l_‘
Enter the password. |
[Record: 171 [ [ <0SC> <DBG> |

Figure 42 - Password Verification Pop-Up

Re-enter the same Password in the Password Verification pop-up.

e The password verification is used to ‘double-check’ the accuracy of the first password entry.

Click the OK button to close the pop-up and return to the Security window.

Tab to the Staff Name field and select the staff person’s name from the LOV. The name is pulled from the Staff
Data information you entered in the Operations Management module.

Tab to the Password Expires field.

e The System defaults this field to eight (8) calendar days from the date the password was first assigned.
Click the Agency push button to display the Agency pop-up window.
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3 /Arizona WIC Program - [Security] (8] x]
@ File Edit Item Record Query Window Help =18 x|
Eleem] <F %< B k[<[<[>]> ] oo EaE 2|
Password Time Study :_]
TR & Agency/Clinic | e
[ROCHE [ Ml Agencyemic B v -
JWAITE xxxxx _@ 0/2000 ‘ '-—
xxxxx JWAITE SMITH, STEVE 4-20003 Access o
Ve Code Natke Al Glinics? ?ﬁggg =
KMAYHE o [OFFICE OF NUTRITION SVCS, NUTRITION ASSISTANCE P | [ J |
KNELLIS [~ 07 MARICORA COUNTY DEFT OF PUBLIC HEALTH | i = =
=3 r
Comment =
=
Role —{Clinics
[-Z_DEVELOPEF ICE OF NUTRITION SYCS, NUTRITION ASSISTANCE PROG
SYSADM Code Name
Il ‘_I
ok |
7| _»r"
Select the Agency's Organization code from the list of values. |
[Record: 172 [ [List of Values <OSC> <DBG> |

Figure 43 - Agency Pop-Up

Click the Code LOV and select the Local Agency for the staff person.

e You must also select all clinics within the Local Agency for which this staff person will be given access to the
AIM System.

Click OK to close the pop-up and return to the Security window.

Tab to the Comment field and enter any applicable comments, if desired.

Tab to the Role field and select the user’s security role(s) from the LOV.

¢ Roles represent pre-defined groups of user privileges to various windows and functions within the AIM
System.

e A user can be assigned one or more roles, with up to a maximum of eleven (11) roles.

e You would use this same process to change a user’s roles.

Click the Default Roles push button to display the message, “Do you want to change default roles to the user

<username>?” with buttons for Yes and No as shown below:
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Figure 44 - New Roles Prompt

17. Click the Yes push button to proceed to the Granted Roles pop-up window.
e If you click the No push button, the prompt closes and the System does not save any of the user’s granted

security roles.

Figure 45 - Granted Roles Pop-Up
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18. The Granted Role field displays the role(s) that are to be associated with this particular User ID. A role appears in
this field if it is a basic AIM System role or if you have selected the role from the LOV on the Security window.

19. Check the Default Role checkbox for all Granted Roles this user is to be allowed to perform.

20. Click the OK button to return to the Security window.

21. Click the Save icon on the toolbar to save your data.

22. Click the Exit icon on the toolbar to leave this window and return to the System Administration main menu.

A\ __ Special Note: If you do not make changes to the roles and accidentally push the
1;\( Default Roles button, pushing No to the question “Do you want to change default
roles to the user <username>?” will not erase the user’s current roles. However, if
you change (add, delete, etc.) the roles, press the Default Roles button and then
press No to the question “Do you want to change default roles to the user
<username>?”, the system will erase the staff member’s current roles.
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UPDATING PASSWORDS AND ROLES

When you first begin using the AIM System, or you have a new employee, you must complete both the password and
role sections of the Security window. However, once an employee has been established in the Security window, you

only need update the necessary sections.

TO UPDATE PASSWORD:

1. Navigate to the Security Screen in the System Administration module.

2. Click the Password field you wish to update.

Remove the old password by using the backspace key or by clicking Item, then Clear from the pull down menu on
the tool bar.

¢ Do not use the Remove Record, Clear Form, or Clear Record icons or attempt to overwrite the password.
Type in the new Password.

Press the Enter or Tab key to display the Password Verification pop-up.

Click the Save icon on the toolbar to save the data.

N o o &

Click the Exit icon on the toolbar to return to the System Administration main menu.

TO MODIFY AGENCY/CLINIC ACCESS:

1. Click the Agency/Clinic push button corresponding to the User ID you wish to update. The System displays the
Agency pop-up window.

2. Toremove an agency/clinic for this user, click the Code field for the agency, then click the Remove Record icon
on the toolbar.

3. Or, to add more agencies/clinics for this user, with the cursor in the Code field, click the Insert Record icon on the
toolbar. Then, select the additional agency/clinic from the LOV.

4. Click the Save icon on the toolbar to save the data.

Click the Exit icon on the toolbar to return to the System Administration main menu.
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TO ADD A ROLE:

1. With the cursor in the Role field, click the Insert Record icon on the toolbar. Then, select the additional role from

the LOV.

e The Override Appointment security role will be assigned to those staff that find it necessary to override
system messaging for the following types of appointments:
» “Appointments that had a different service assigned than the one that was scheduled for that slot.”
» “Appointments in which the primary language of the staff member and family do not match.”
» “The override role will not allow the user to delete classes.”

e The Calendar Builder security role will be assigned to those staff that will build clinic and staff calendars, and
delete classes.

Click the Default Roles push button and update as previously instructed.

Click the Save icon on the toolbar to save the changes.

4. Click the Exit icon on the toolbar to return to the System Administration main menu.

TO DELETE A ROLE:

1. With the cursor in the Role field you want to delete, click the Remove Record icon on the toolbar.

2. The AIM System automatically deletes that Role and displays the message, “Transaction completed.”
3. Click the OK button to return to the Security window.

4. Click the Exit icon on the toolbar to return to the System Administration main menu.
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Chapter 4: Appointment Scheduler

Chapter Preview:
A good Appointment Scheduling System is a vital part of well-organized and efficient clinic. In this chapter, you will
learn how to create, maintain, and modify your clinic calendars using tables and grids. Creating and scheduling Class

sessions will also be reviewed.

Chapter Objectives:

Upon completion of this chapter, you will be able to:
e Successfully create, maintain and modify your clinic(s) calendar.
e Successfully create and schedule Class sessions.

e Print reports necessary to clinic functions.
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Section 1: Clinic Functions

Section Concepts:

You must establish the dates your office is closed, clinic hours, and clinic services/activities before the AIM System
can build the calendar. The Maintain Clinic Tables window will allow you to enter specific hours of operation for each
day of the week. This screen will also allow you to enter specific days that the clinic is closed in addition to holidays.
A Local Agency may establish Dates Office Closed and Hours of Operation for all clinics in the local agency at one
instance if all clinics are identical in dates closed and clinic hours of operation. Also, the clinic services and activities

for the clinic are entered at this stage for each individual clinic.

Step-by-Step Instructions:

DATES OFFICE CLOSED TAB

1. From the Master Menu access the Appointment Scheduler module.

4 Arizona WIC Program - [Appointment Scheduler] [ [&] ]
@ Scheduling Tables WEEWE Outputs Exit  Window =0 |
Clinic T ables
Staff Schedule
LClasses

f - |
Figure 46 - Appt Setup Navigational Screen

There are days your clinics are closed due to holidays, mandatory meetings and training. Federal and State observed
holidays are included in the Reasons Office Closed base table. When you build your monthly calendar, the system
will not automatically check the Dates Office Closed base table and close the clinic on these days. The local agency
director/supervisor is required to enter the Dates Office Closed manually, as well as other closures for County

holidays or meetings. Clinic closures can be reversed if necessary.

2. Select Setup from the menu bar and then select Clinic Tables. The Dates Office Closed tab is displayed.
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£ Anizona WIC Program - [Maintain Clinic Tables]

@ File Edit |tem Becord Oueny 'window Help =N |
- 3 -
|Elﬂ|ﬁ|@| 'ﬁl?l?l'ﬁl i rif B T |<< | < |> |>> |>I| & |m|$ i o4 2.n.n7a|nimnn|5n1n|
—[Clinic L
Clinic: |cuN|cm All
Clinics:
Dates Office Closed | Hours OF Dperation Clinic: Services/Activities I
Code Description Date
1 ISTATE FLOCAL MEETING 753172002 &
3 F‘THER CLOSURE 510572002
£ '_AEIOR DAy 1910272002
7 FOLUMEIUS Dy 041472002
& t\/ETERAN'S Dy 11172002
2] ITHANKSGIVING 1282002
Comment

Select the office closed codes list from lov.
|Record: 147 [ |List of ¥alues [<05Cx [<DBG: |

ﬂ -

Figure 47 - Clinic Tables screen — Dates Office Closed Tab

1/‘\\( Special Note: This window opens in a query mode.
3. Using the LOV, select the clinic you want to establish dates clinic closed for and execute the Query.
e Log in to AIM clinics as “007, all clinics, to access the “All Clinics” checkbox. This allows you to enter the
necessary information once and apply it to all the clinics in your Local Agency.
e Click the “All Clinics” checkbox, if applying the “All Clinics” selection, before clicking the Save icon.
4. The Dates Office Closed screen will display the dates the clinic is closed, if any have been established.
5. To enter the dates your office is closed, click in the Code field and click the LOV.
e Select the first closure reason necessary for your clinic. These reasons are maintained by the State Agency
in the Reasons Office Closed table in the Appointment Scheduler module.
e Press Tab twice, this will autopopulate the description and take you to the Date field.
6. Enter the date in the mm/dd/yyyy format.
7. Enter information in the next row using one of two methods:
e Tab to the next row and fill in each row for the necessary clinic closures, or

e Use the mouse and click in the next row and complete.
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8. The Comments section is a free form note section for any comments you need to record about the clinic dates.

Enter any comments you have about your clinic.

9. Save your work and acknowledge transaction completed.

HOURS OF OPERATIONS TAB

1. Select the next page tab (in Clinic Tables), Hours of Operation, while retaining the clinic from Dates Office Closed.

N oo g &

2 Anizona WIC Program - [Maintain Clinic Tables]

il File Edt ltem Recod Ouen ‘window Help 18]
? 2.l].|]?a|nimnn|5l]1ll|
—[Clinic} L
Clinic: FLINIC 10 All
Clinics:
Dates Office Closed I Hours OF Dperation Clinic Services/Activities I
Day Open Close
MONDAY PT:UU AM D00 PM =
[TUESDAY PT:UU AN DE:00 PM
MVEDNESDAY PY:UU AN D800 PM
[THURSDAY PY:UU A DE:00 P
FRIDAY PY.UU A 500 PM
| =
Comment
-
i E
|Recard: 1/5 |List of Yalues [<O5Cs [<DBG: | |

Figure 48 - Clinic Tables screen - Hours of Operation Tab

\
1/‘\( Special Note: This window opens in a query mode.

Using the LOV select the clinic you want to establish hours for and execute the Query. The Operation Hour

section will display the days of the week and open/close hours if any have been established.

This section should be blank for your clinic. Click in the Day field and click the drop down button. Select the first

day of the week you want to assign hours. Press Tab.

e Loginto AIM clinics as “00”, all clinics, to access the “All Clinics” checkbox. This allows you to enter the
necessary information once and apply it to all the clinics in your Local Agency.

e Click the “All Clinics” checkbox, if applying the “All Clinics” selection, before clicking the Save icon.

Enter the hours this clinic opens in the Open field. Press Tab twice.

Correct time format is XX:XX AM or PM.

Military time is accepted and will be converted.

Pressing Tab twice will put time in correct format and move you to the next field.

e Enter the hours this clinic closes in the Close field. Press Tab once to format the time.
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e Repeat this process for each day your clinic is open.

8. To move to the next row use the mouse and click in the field, or
Tab to next “Day” field.

10. The Comments section is a free form note section for any comments you need to record about the clinic hours.
Enter any comments you have about your clinic.

11. Save your changes and acknowledge the transaction.

\ __ Special Note: To make any changes to this information you put the screen in Query
1/‘\( mode, and then retrieve the clinic data you want to edit and click in the field you need
to change. The results of changing the clinic hours of operation, either to expand or
reduce hours, will be discussed later in the chapter.
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CLINIC SERVICES/ACTIVITIES TAB

1. Select the next page tab(in Clinic Tables), Clinic Services/Activities, while retaining the clinic from Hours of
Operation.

\
1/‘\( Special Note: This window opens in a query mode.

2 Arizona WIC Program - [Maintain Clinic Tables]

@ File= Edit [tem Record OQuery “Window Help - 5[
|E|E|§|I§| F|F ||| ® k|«|<[>[>[>] & : % | 20.07aipimnossoto
—(Clinic =
Clinic: [CLING 10 el
Clinics:
[Drates Office Closed I Hours Of Operation Clinic Services/Activities I
Duration
(Minutes} Code Service/Activity
E ICHSL MEDILIM RISK COUMSELLING, FI o
FEI HLTHCH HEALTH CHELCK, FI
FD TRAMNS TRAMNSFER [IN- OR OUT-OF-STATE], MUT. ED., FI
FD ICERT CERTIFICATION, FI
FD HF: ED HIGH RISK MUTRITION ED [HT AT OF HGE]., FI =
Comment
Appt
Interval
l u]

ﬂ -

|Record: 147 [ <05C> [<DBG> |

Figure 49 - Clinic Tables screen - Clinic Services/Activities Tab

2. Execute the query. If no records are found a message is displayed stating no matches were found.
3. Acknowledge this message.
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1. For new clinics, information is not displayed because you have yet to establish clinic services/activities. You will
do that now. Click in the first column and first row of Duration. The duration must be a multiple of the clinic’s
appointment interval.

e The duration must be a multiple of the clinic’'s appointment interval. This information is established in the
Organizational Units section. Although each type of appointment may be different lengths of time, they must

all be based on one interval for each clinic.

Example: You establish your interval to be 10 minutes. Each type of appointment will be based on 10 minute
increments. Therefore, you cannot create a service of 15 minutes because your clinic appointment interval is

established as 10 minute intervals.

2. Tab to the Code column of the first row and click the LOV to select which service/activity will coincide with that
designated time period. The description of that service/activity will populate as display only in the description
field.

e The LOV displays all services/activities available. You do not have to perform all these services every day.

3. Repeat the process for all types of appointments you have scheduled for this clinic.

e Tab from the description field to the next available row to continue.
e Use the down arrow key or the Insert icon to move to the next row.
¢ If you need additional rows, use the Insert icon on the toolbar to generate a new row.
e Toremove arow use the Remove Record icon on the toolbar.
4. The Comments area is a free form note field you may use to enter any comments you have about this clinic day

Save your changes and exit the window. You are at the Appointment Scheduler main menu.
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Section 2: Staff Schedule

Section Concepts:

Now that you have established work events for your Clinic, it is time to set up work events for the Clinic Staff. The first
point of order is Staff Order. Staff Order is the place where staff are established on the appointment sheet based on
their work availability each day of the week. Those staff with permanent work schedules will be placed at the
beginning of the staff order. Those staff with varied work schedules will be placed towards the end of the staff order.
Staff will view the most pertinent schedules on the appointment sheet without having to scroll through all staff

members.

The next step is to complete Staff Day. The Staff Day Screen is where you document each staff member’s days and
hours. The information in this window reflects individual staff’s flex schedule, part-time status, and if they are shared
between clinics. Now that you have determined what activities/services you will perform in your clinic you need to
assign staff to perform them. You can use the worksheets located in Appendix B to help you complete this function.
It is important to remember what roles have been assigned to each staff to prevent any problems with scheduling. As
previously mentioned, if you do not want your staff member’'s name associated with specfic appointment slots you will

need to create the Alias names you want displayed.

Once you have staff assigned in your clinics, you need to determine when the staff is available to provide services to
participants. The Staff Scheduler screen creates monthly schedules for a staff member based upon the Staff Day
information entered. The staff schedule will be shown in the Appointment Sheet. A staff member can be cleared from
the schedule on a monthly basis if there are no client appointments assigned to the staff member. Otherwise
appointments will need to be moved or rescheduled. All open appointments slots can also be closed, retaining only

those slots that have existing appointments.

The Edit Schedule screen allows you to edit a particular staff member or “all staff” members for a particular date. In

addition, the user can fill the entire days’ appointments, and reverse the process by clearing an entire days’ schedule.
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Step-by-Step Instructions:

STAFF ORDER TAB

BTN Outputs  Exit Window ==
Clinic T ables

@ Scheduling Tables

Classes

OTi
o m_g 10y

Figure 50 - Staff Schedule Navigation

1. From the Appointment Scheduler main menu select Setup from the menu bar. Then select Staff Schedule.

A Arizona WIC Program - [Staff Schedule] [_Ta] <]
@ File Edit ltem Record Query ‘Window Help - ﬂ|5|
Ble|e|m| F|F %R @/ 1<]<]< > [» 1] B ? |
Clinie: [CLING 10 - =
Staff Order | GtaffDay | Staff Scheduler | Edit Scheduie |
Order
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HSER 10 K =
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Comment:
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Figure 51 - Staff Schedule screen — Staff Order Tab

\
1/‘\( Special Note: This window opens in a query mode.

2. The first tab is Staff Order.
» The first column is the Staff member’s name.
e This field is display only.
e The information carries over from the Staff Data screen in Operations Management.
» The second column is the Alias for the staff member.

e This field is display only.
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e The information carries over from the Staff Data screen in Operations Management.
» The next block of six columns is the Order table.
e This designates the order you want the staff to appear on the appointment sheet.
e Mark the column day of week with a zero if the staff is not working in the clinic that day.
e Space out your numbering to allow for staff order changes, or new employees.
Example: numbering in 5’s provides adequate space from one staff order to another, thus reducing conflict.

The Comments field allows you to enter information about each staff member. You can leave this blank.
4. Select your clinic from the LOV.

e The staff order fields populate with the staff entered in the Staff Data screen in Operations Management.
5. For the first Staff member, tab to the first staff order field — Monday.
6. Enter the order that the staff member is to appear on the appointment sheet on Mondays.
7. Tab to Tuesday and enter the order the staff member is to appear on the appointment sheet on Tuesdays.
8. Continue to enter the order for the staff member for the rest of the weekdays, and Saturday if applicable.
e Remember, staff that are not available must have a zero value entered for the day of the week.

9. Save your work and acknowledge the transaction.
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STAFF DAY TAB

1. Click the Staff Day tab while retaining the Clinic information.

@E\Ia Edit Iten Becord Buery Window Help ;lilﬂ
BR[| <[F®[R] B <[<[<[>[» ] D[t |
Clinie: [CLINIC 10 - =
Staff Order | GtaifDay | Staff Scheduler | Edit Scheduie |
DayofWeek: [vongsy =]

Copy Day

Service

P

7]
Select the Clinic Day from the list of values.

|Record: 141 [ [List of Walues <OSC» <DBG: |

Figure 52 - Staff Schedule screen — Staff Day Tab

L[5

2. The Monday clinic hours and staff table is displayed.
e The Operation Hours are established through the Clinic Tables.
e The Time Interval for appopintment slots is established in the Organizational Units — Next Page screen.
e The Staff Aliases are carried over from Staff Data, and
e The Staff column order is established in Staff Order.
3. Select the Day of the Week to create a Staff Day.
e The fields default to N/A, not available.
4. Select the Service LOV and choose the service you want to assign to the staff member(s).
o Staff whose work schedules start and end after the clinic has opened and closed should have the service NA
assigned to the slots that they are not available to work.
e Enter each service you want your first staff member to be able to perform in the appropriate time slot.
e To change the Service, click the LOV and select a new service.
e Remember to Save your work often.
5. Click the first cell of the first person you want to assign the Service to.
e |If that Staff member provides the service for longer than the selected time increment, then click and drag the

mouse to the number of cells that need to be filled.
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e If more than one staff provides the same service, click and drag the mouse over the number of cells
necessary to fill for each staff.

e Or, click on the column header, the Alias name, and the selected service will fill all the cells vertically for that
staff day.

e Or, click in the row on the time interval and the service will fill in all the cells horizontally for all the staff on that
day for the particular time slot.

Save your work often and acknowledge the transaction.

To Delete or correct services, click in the cell that has a service/activity assigned to it.

e Choose a service/activity.

e Click and drag your mouse over the desired number of cells to delete or correct.

e Complete this process for the desired number of cells to delete or correct.

Once you have completed the Staff Day for Monday, save your work.
Complete either of the following:
e Continue to enter the Staff Day for the staff members for the rest of the weekdays, and Saturday if applicable.

OR

o Staff that have the same work schedules every day of the week can be copied using the Copy Day button.

e The Copy Day button allows you to select the staff day for one or more staff and copy the information over to
the remaining days of the week as necessary.

To copy a day’s schedule. place a checkmark in the box for each day of the week that the Staff Day will copy the

information to.

E\Ia Edit Item Becord Query Window Help |
Ele|e|m| 1[F®T| @ <[<|<> [»[2] B|]w[§ ? |
Clinie: [CLINIC 10 - =
SO | seor A |

Day of Week: [Monday  Select The Days Of The Week To Copy
This Staff Day To And Click The Copy
Button:

™ Monday

[V Tuesday
Copy | Copy Day

Service

[~ Wednesday

7 Thursday Cancel v ]

[~ Friday

[~ Saturday

ﬂ .

|Record: 141 <05C> [<DBG» |
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Figure 53 - Staff Schedule screen — Staff Day Tab: Copy Day Pop-up

11. Select Copy to complete the process. Or select Cancel if you wish to abort the transaction and start over.
12. Acknowledge the successful copy, and click the Cancel button to leave the pop-up screen.

13. Save your work often.

Example: Staff 1 and Staff 2 work consistent schedules each day of the week, but Staff 3 and Staff 4 work varying
schedules throughout the week. Create a Staff Day for Staff 1 & 2, select the Copy Day button and select the days of
the week you wish to copy the Staff Day to. Next fill in the Staff Day for Staff 3 & 4. If you are not able to use the

Copy Day functionality, then use the Day of Week LOV to complete the Staff Day screens.
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STAFF SCHEDULER TAB
1. Click the Staff Scheduler tab while retaining the Clinic information.
@E\Ia Edit Iten Becord Buery Window Help ;lilﬂ
BR[| <[F®[R] B <[<[<[>[» ] D[t |
Clinie: [CLINE 10 - ) =
Staff Order | GtaffDay | Staff Scheduler | Edit Scheduie |
Fill Month for Staff Member(s) I
Clear Month for Staff Member(s) I
Year: PUD? Month: [July j
Close Open Appointments I
Staff:
10, COWDREER 10, COWDREER.
10, U3ER NUTREITIONIST, CLINIC

10.
11.

12.
13.

14.

CERTIFIER, CLINIC
EDUCATOR, CLASS
NUTRITIONIST, CLINIC
FPANIZH, 3TAFF

| f'

|Record: 141 [ [ <05C> [<DBG» |

Figure 54 - Staff Schedule screen — Staff Scheduler Tab

e You will publish staff to the calendar on a Monthly basis.

e The Staff members in your clinic appear in the Staff box.

Select the Year and the Month of the clinic you wish to publish staff to.

e These fields default to the current Month and Year.

Select the Staff you want to publish to the calendar for the selected month(s).

e Select one month at at time.

¢ Double click the staff name to move the information to the box to the right, or

e Highlight the staff name and use the Right Arrow arrow to move the information over.

e Toremove a hame from the Right box, complete the previous two processes to move the staff name(s) back
to the Left box.

Select the Fill Month for Staff Member(s) button.

A statement stating how many appointment slots have been created will appear. Acknowledge the transaction.

If there is an error in creating appointment slots go back to the previous screens and find the error.

Continue with the Fill Month for Staff Member for necessary months.

The Clear Month for Staff Member(s) button is used to remove a schedule for the month selected for the staff

member(s) of the clinic.

The Clear Month for Staff Member(s) functionality is performed only if there are no appointments scheduled to the

staff member. If appointments exist, then the system will close only open appointment slots via the Close Open
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Appointment Slots button. For existing appointments, you will need to move previously scheduled appointments
using the rescheduling of appointments functionality. This will be discussed later in Section 4.

EDIT SCHEDULE TAB

1. Click the Edit Schedule tab while retaining the Clinic information.

£ Arizona WIC Progrz n - [Staff Schedule]

EE\IE Edit Item W§gord Huery Window Help

=1
BlEs[E] 5|F[®[=| @ <[<][<]>[> 1] pltf=|Q] ] ? |
Clinie: [CLIMC 10 . =
Siaff Oider | StaffDay | Stalf Scheduler | Edit Scheduie |
< I 2002 >
Staff:
I . < JuLy Ei
Daily Schedule 1lzl3lslsls
Start Time End Time Service £ ] el R i
= 14[15]18]17] 1813 20
21| 22| 23] 24| 25| 26| 27
I EIEE
Today
| 071gP002
=
Fill Day |
Clear Day |
Close Open Apptsl

¥
7| E
Select staff member from the: list of values |

|Recard: 141 [ [List of Yalues <DSCs [<DBGS |

Figure 55 - Staff Schedule screen — Edit Schedule Tab

After publishing a monthly schedule for a staff member based on the Staff Day, you are able to edit a staff
member’s daily schedule.

e The daily schedule information is established in Staff Day and Staff Scheduler.

e You can input data upon entering the screen.

Select the Staff from the Staff field LOV.

e An “All Staff” option selects every staff member.

Select the month, day, and year from the Calendar you want to Edit.

Click the query icon to populate the Daily Schedule table.

e |f a schedule has not been created in Staff Scheduler, the fields will be blank.
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2l Program - [§ chedule]
@File Edit Hem Record GQuery Window Help

|E|D|ﬁ|lﬁ| il?l?l?l@ I< |<< | < |> |>> |>I| @'lmlﬂ &= ll 9.0.27[Trnst|4500
Clinic: IW'|C NIV CLINIC 13 -
StaffOrder | StafiDay | StaffScheduler | EditSchedule |

Staff: FDUCATOH, ELLEM T . 2 2011 >
< OCTOBER >
1

Daily Schedule

(8]

Alias  Start Time End Time Service 3|4|s|8f7)8
EDL13  pao0am pooo v GRS @~ a | X[11]12]13|14]15

EDL1 S 9.00 AM 0915 AW CLASS 1 ] e ) )2 | 2
23|24 |25| 26|27 | 28|29

an| ¥ Today
10422011

Fill Day
Clear Day
Close Open Appts

EDU13 915 AM 09:30 AN CLASS

EDU13 9:30 A0 09:45 AN CLASS I

EDU13 945 A0 [10:00 A0 CLASS -

Figure 56 - Staff Schedule screen — Edit Schedule Tab (Fill Day)

6. Make the changes in the Daily Schedule table by,
e Adding a new row of information,
e Changing the Service, or
e Deleting time from the table.
» The Fill Day button is used to create a single calendar date for a selected staff member or all staff.
» The Clear Day button is used to delete a calendar date from the schedule and prevent appointments from
being scheduled.

» The Close Open Appointments button has the same functionality as in the Staff Scheduler screen. A

Conflicts Report notifies you of the appointments to be rescheduled or deleted.

Clinie: |mc UMY CLINIC 13 .

Safiorder | StafDay | StaffScheduler | EditSchedula |

< 2011 *
Staff: EDUCATOR, ELLEN T
F || <l OCTOBER j
1

Daily Schedule

X

Alias  Start Time End Time Service 3|#)s|8|7|8

EDLNE P00 o0 aM PLass - 9 [ X[rr]r2]13[14]15
EDLS @00 &M [1515 &M FLASS 16)17|18) 18| 20] 2122

23| 24| 25|26 | 27| 2529
EDLM3 915 AM D930 AM CLASS
30| X Today
101272011

EDLIE 9:30 AM 0945 AM O 2SS I

EDLI3 9:45 A0 [10:00 AW CL 2SS -

Fill Day

Close Open Appts x|

i All open appointrments on 12-0CT-2011 far
\J) EDUCATOR, ELLEN T have been closed.

Figure 57 - Staff Schedule screen — Edit Schedule Tab (Close Open Appts)
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7. Save your work. Acknowledge the transaction. Exit back to the Appointment Scheduler main menu.

We will discuss editing a daily schedule with appointments later in Section 4.

Warning Message:
» If you try to close the clinic, and appointments have already been scheduled, the System will display a
message stating “The Clinic cannot be closed for the date entered since participant appointments have
been scheduled.” You would need to go in and cancel or reschedule all appointments scheduled for that

date and then close the clinic.

» A calendar date with an “X” over it indicates that the clinic is closed. Clicking on the calendar date will

display a clinic closed message.
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Section 3: Classes

Section Concepts:

Class/Group education is an efficient and effective means of providing participants with Nutrition information.
Whether you have class sessions scheduled daily or just occasionally, the AIM System provides you with a flexible
and efficient method for creating and maintaining these sessions.

The Classes are established based on categories. These Class Categories are State defined and maintained to
ensure consistency across Local Agencies. Class Categories will have specific topics and classes established under
each category.

You will create Classes that can be reused again in the future. Classes can be created in advance and published to a
calendar date at a later time in the Schedule Class Day tab.

The Class Day screen pulls all the classes together the clinic offers in a day so multiple classes can be scheduled

later in Schedule Classes screen.

Step-by-Step Instructions:

1. From the Appointment Scheduler main menu select Setup from the menu bar. Then select Classes.

A Arizona WIC Program - [Appointment Scheduler] [_ 2] x]
@ Scheduling Tables EEEOEN Outputs Exit  Window ;Iilil
Clinic: T ables
Staff Schedule
C

N\OTip
‘\e‘:‘”
Figure 58 — Class Setup

2. The screen opens up to the first tab, Class Categories.

\
1/‘\( Special Note: This window opens in a query mode.
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EN Arizona WG :
B File Edit Kem Record Query Window Help

BH 2R =F == & <] <]> > ] oEms e EEEE 2]

Class Categories | Classes | Clags Day | Schedule Class Day |
Class
Category Description
AT MATERMITY -
MEARMT INFAMNT j
F BREASTFEEDIMNG
HILD CHILDREM
TR MUTRITION TOPICS LI
Comment

Figure 59 - Classes Setup screen — Class Categories Tab
3. Execute the query to retrieve table information.

e This table is maintained by the State.

4. The Comments field allows you to enter information about each class category. You can leave this blank.
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@ File Edit ltem Record Query ‘Window Help - ﬂ|5|
BlH 8| <[F|%[<| B «<[«]|<[>[»[>] & [E]t |
Class Categaries I Classes | Class Day I Schedule Class Day | il
Class Hame: l .
Class Categorny: I_-
Language: l—.
. Last First
Staf: . N:me:l N:mE:I
Class Limit: Start Time: I
End Time: I
Comment
7] LILI
Enter the Class Mame. |
|Record: 141 [ |List of "alues <OSC> <DBG: |

Figure 60 - Classes Setup screen — Classes Tab

A

1/‘\( Special Note: This window opens in a query mode.

2. The classes tab is the screen used to enter new class information or lookup existing classes and modify the

information.
3. Two mandatory fields exist in this screen: class name and category.

e The Class Name is specific to what type of category you select.

e The Class Category is carried over from the Class Category table.

4. The remaining fields are optional fields for entering data.
e Language — the language that the class is taught in.

e Staff —the Alias (or the id #) of the instructor.

e Class Limit — the maximum number of unique families that will be scheduled to the class.

e Start Time — the time the class will start.

e End Time - the time the class will end.

Cancel the query to put the screen into an entry mode.
Enter the Class name specified on your Activity Sheet.

Enter the Category specified on your Activity Sheet.

© N o v

Save your work.
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CLASS DAY TAB

1. Click the Class Day tab.

8 Arizona WIC Program - [Classes Setup] [_[5]x]
@ File Edit ltem Record Query ‘Window Help _|_|- = 5'
BlH 8| <[F|%[%| B <[«]|<[>[»[>] B [E]t 2] |
Class Categaries I Classes | Class Day I Schedule Class Day | il
Clinic: l -
Class l—
Day= .
Class Start End Class
Category Class Hame Time Time Staff Language Limit
Bl
[~
1] ;I_I
Select the Clinic from the list of values.
|Record: 141 [ |List of "alues <OSC> <DBG: |

Figure 61 - Classes Setup screen — Class Day Tab

\
1/‘\( Special Note: This window opens in query mode.

2. Select the clinic you want to schedule the class for.
e Classes will only be seen for the clinic you are logged in to.
e If you are logged in at the local agency level, then you will be able to individually view each clinics classes
within the local agency.
3. Create a Class Day for the single or multiple classes listed.
e Fillin the row for each class time offered.
e The row is mandatory and must be complete before moving on to the next row.

e Class length of time can be less than the time period designated in the Clinic Services/Activities tab, but not
greater than the time designated in the Clinic Services/Activities tab.

4. Save your work.
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SCHEDULE CLASS DAY TAB

1. Click the Schedule Class Day tab.

8 Arizona WIC Program - [Classes Setup] HEE
@ File Edit ltem Record Queny 'window Help =18l

BR|em| s|==|<| @ «|<|<]>[>[>] &g

Clags Categaries I Classes I Class Day I Schedule Clazs Day |

_— Class
e I —

< 2002 = Datel[s) Selected
< JULY >
S MTWTFS

1|(2|3]|4|5]s
7|8|9|10f11]|12]13
14| 15| 16| 17| 18 | 18] 20 Schedule Monthly |
21|22|23| 24| 25)| 26| 27

Go |

28 29]30[31 |
Today
| 07/19,2002

| -

[Record 1/1 [ I <0SC3 <DBG: |

Figure 62 - Classes Setup screen — Schedule Class Day Tab

\
1/‘\( Special Note: This window opens in query mode.

2. Select the clinic and the Class Day you want to to build classes for.
Either select the calendar date(s) you want to publish those classes to and click GO, or
4. Select Monthly to choose the year, month(s), and day(s) you regularly hold classes.
e Selecting by the Calendar Date provides you easy scheduling if classes are held sporadically.

e Yet selecting the Monthly option provides consistency for regularly held classes.
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Figure 63 - Classes Setup screen — Schedule Monthly Button

5. Save your work and click OK to complete the transaction.
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Section 4: Scheduler Edits

Section Concepts:
This section discusses the methods of editing your existing calendar from the clinic hours to the staff schedule once
appointments have been created. The following edits are performed in the Hours of Operation, Staff Schedule, Edit
Schedule screens, and Classes from the Appointment Sheet.
You will learn to...

e Expand and/or reduce the clinic hours of operation.

e View, print, and utilize the Conflicts report for changes made to the scheduler.

e Close open appointments.

¢ Remove staff from the scheduler on a monthly basis.

¢ Remove staff from the scheduler on a daily basis.

e Delete a class from the Appointment Sheet.

Step-by-Step Instructions:
HOURS OF OPERATION - REDUCE AND/OR EXPAND

The need may arise to change the clinic hours of operation once the scheduler has been established. A “checks and
balances” is in place to notify you the action that takes place in the Staff Day screen once the decision to reduce
and/or expand the clinic hours of operation.
1. Inthe Appointment Scheduler module, click Setup and select Clinic Tables.
2. Select your clinic from the LOV in Dates Office Closed and query.
3. Select the next page tab, Hours of Operation, while retaining the clinic from Dates Office Closed.
4. Change the Closing Hours of Operation as desired.
5. Acknowledge the system messaging.
e If you reduce the hours of operation while appointments exist, you are required to “move” the conflicting

appointments to shorten the workday.
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Figure 64 - Maintain Clinic Tables screen — Hours of Operation Tab

8|/ F|F|%|=| B <[«[<[>[>]]

{Clinic

Figure 65 - Maintain Clinic Tables screen — Hours of Operation Tab
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Figure 66 - Maintain Clinic Tables screen — Hours of Operation Tab

6. Exit the Clinic Tables and update the Staff Day time slots (in the Appointment Scheduler module under Setup and

Staff Schedule) and publish to the schedule to reflect the change.

compensate for the change in cli

e Publish staff/all staff changes to

CMA Consulting Services

If you extend the hours of operation, staff will need to be assigned Not Available or Services/Activities to

inic hours.

the schedule via the Edit Schedule tab (in the Staff Schedule screen).
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STAFF SCHEDULE - CLEAR FOR THE MONTH WHEN APPOINTMENTS EXIST

From time to time, staff may need an extended period of time off work. It is a simple process to remove the staff

member from the scheduler for a month or more at a time.

You can use Clear Month for Staff Member(s) for those staff without appointments scheduled in the appointment
sheet. If appointments exist for the staff you are attempting to clear from the scheduler, then you must Close Open
Appointment slots which automatically run the Conflicts Report viewed on the screen, and printed if necessary.
Closing open appointments first ensures that additional appointments are not created for the staff member needing
the month cleared. The Conflicts Report lists the slots that have appointments scheduled for whom the schedule you

are clearing. Reschedule the appointments for the staff member in order to clear the month for the staff member.

1. Inthe Appointment Scheduler module, click Setup and select Staff Schedule.

£ Arizona WIC Program - [Staff Schedule] [_[a] ]
@ File Edit ltem Record Queny ‘Window Help - ﬂ|1|
B8] S[F|R[F] B <[<[<]> [>[1] Bl |
Clinie: [CLINIC 10 - =
Staff Order | GtaffDay | Staff Scheduler | Edit Scheduie |
Fill Month for Staff Member(s) I
Clear Month for Staff Member(s) I
Year: FUU2 Month: |[July j
Close Open Appointments I
Staff:
10, COWDREER 10, COWDREER.
10, U3ER NUTEITIONIST, CLINIC

CERTIFIER, CLINIC
EDUCATOR, CLASS
NUTRITIONIST, CLINIC
3PANIZH, 3TAFF

=
Fecord: 171 <05C> KDBGS |

L[5

Figure 67 — Staff Schedule Tab
2. Select your clinic from the LOV.

3. Click the Staff Scheduler screen.

4. Select the year and month the staff member(s) need(s) to be cleared from.
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5. Select the staff member(s) to be cleared for the month from the scheduler by moving them to the box on the right.
5. Click the Close Open Appointments button.

6. Acknowledge the message that open appointment slots were closed.

7. View the Conflicts Report and reschedule the appointments in conflict with clearing the month for the staff

member.

 AAR_APPT_CONFLICT: Previewer -8 x|

File Wiew Help

828 Ex|® | EHE 66| e |2

Report Hame: ARR APPT CONFLICT Arizona WIC Program Report No: AS1201 -
Report Date: 08/25/2002 APPOINTMENT CONFLICTS REPORT Page: 1

Clinic: 02 LAKE HAVASU WIC

Date Start Time End Time Staff Alias

08/26/2002 08:30 AN 09:00 AN CNWA

08/26/2002 08:40 AN 09:00 AN CHUA

08/26/2002 08:50 AN 09:00 AN CNWA

08/26/2002 09:00 AN 10:00 AN CNWA

08/26/2002 09:10 AN 10:00 AN CHWA e

08/26/2002 09:20 AM 10:00 AN CNWA

08/26/2002 09:30 AN 10:00 AN CNWA

08/26/2002 09:40 AN 10:00 AN CHA

08/26/2002 09:50 AN 10:00 AN CNUA

08/26/2002 10:00 AN 10:20 AN CHWA

08/26/2002 10:10 AN 10:20 AN CNWA

08/26/2002 05:00 PH 06:00 PM CNUE

08/26/2002 05:10 PN 06:00 PN CNVB =
< | »

Figure 68 - Appointment Conflicts Report

8. Inthe appointment sheet, reschedule the conflicting appointments.
9. Save the rescheduled changes as you perform them.

10. Return to the Staff Scheduler screen.

11. Repeat Steps 4 and 5.

12. Click the Clear Month for Staff Member(s).

13. Acknowledge the transaction.
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EDIT SCHEDULE - DAILY FOR STAFF

This functionality works much in the same way as “clear month for staff member(s)”, but instead editing the staff
schedule is done on a daily basis.

You can use Clear Day for those staff without appointments scheduled in the appointment sheet. If appointments
exist for the staff you are attempting to clear from the scheduler, then you must press the Close Open Appts button,
this action will cause the system to run the Conflicts Report and display it on the screen. You can also print it if
necessary. Closing open appointments first ensures that additional appointments are not created for the staff
member needing the month cleared. The Conflicts Report lists the slots that have appointments scheduled for whom

the schedule you are clearing. Reschedule the appointments for the staff member in order to clear the month for the
staff member.

1. Inthe Appointment Scheduler module, click Setup and select Staff Schedule.

£ Arizona WIC Program - [Staff Schedule] [_[=F]x]
EE\IE Edit Item Hecord Buery Window Help ;Iilll
e |m| (=[] @ «|<[<|>[>|n] DlulmE |

Clinie: [CLIMC 10 . =

Siaff Oider | StaffDay | Stalf Scheduler | Edit Scheduie |

sta: | . < 2002 ®
< JuLy =
1]2]s]+]s]s

Daily Schedule

Tla|a10]11)12(13
= 141151 168{17 (16 (18|20
21| 22| 23|24 25)| 26|27
28|2a|30(3

Start Time End Time  Service

Today
| 07/19;2002

Fill Day |
Clear Day |
Close Open Apptsl

7|
Select staff member from the: list of values
|Recard: 141 [ [List of Yalues <DSCs [<DBGS |

L[5

Figure 69 — Edit Schedule Tab

Click the Edit Schedule tab while retaining the Clinic information.
Select the Staff from the Staff field LOV.

e An “All Staff” option selects every staff member.

Select the month, day, and year from the Calendar you want to Edit.

Click the query icon to populate the Daily Schedule table.
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To clear a day for a staff that already has appointments, you must first click Close Open Appointments for the
desired date.

All the open appointment slots are filled with N/A. This prevents the staff from making appointments to that staff.
View the Conflicts Report and reschedule the appointments in conflict with clearing the month for the staff
member.

In the appointment sheet, reschedule the conflicting appointments.

Save the rescheduled changes as you perform them.

Return to the Edit Schedule screen.

Query the date and staff again.

Select the Clear Day button to clear the day. The hourglass indicates the system is processing the command.
Next, a message appears indicating that the date is clear. The Daily Schedule section will be blank.

Save your work.

Re-query to see that the query caused no records to be retrieved.

If you need to fill the daily scheudle for the staff member again (after you have closed the appointments), click on
the date and the Fill Day button.

A\ __ Special Note: Staff services that need to be modified should be performed in the Edit
Schedule tab. For example, a staff may perform certain services on only one day of
the month.

Edit the staff member’s schedule for that one day by querying up the existing schedule. The time is hard coded
and cannot be changed, but the service fields are modifiable.

Click in the Service field and make modifications to the service fields for the amount of time necessary with the
new service, or N/A.

o If appointments exist, reschedule the conflicting appointments and continue making the necessary changes.
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@File Edit ltern Record GQuery Window Help

gee R [F =< B <<[<]>[»]] SE=- BE 2|
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Y TS
= OCTOBER =

Staff: |1 3, USER .

Daily Schedule

Alias  Start Time End Time Service 2|3js)s|s]7)8

USER13 0300 M 515 AM A - 8 | X[ ]12]13]14]15
16(17[18[13]20[ 21 [ 22

23(24| 25| 26|27 25|29

30| X Today
10M272011

Fill Day |
Clear Day |
Close Open Apptsl

USER1S 0515 Ak 0530 A A
LUSER1S 0530 AW 0543 Ak R2

USER1S 0545 Ak 09:00 Abd Ny I
LUSER1S  09:00 AWM 09:15 Ab Y -

Figure 70 — Staff Scheduler-Edit Daily Schedule

19. Save the changes.

20. Exit back to the Apppointment Scheduler main menu.
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DELETING CLASSES

A class may need to be deleted from the appointment sheet from time to time due to being understaffed, overbooked,
or just needing to change the class time based on clinic hours of operation. The appointment sheet is the only
functionality available for deleting a class. No other appointment scheduler functionality can be modified via the
appointment sheet.

Click the Appointment Scheduler icon from the Master Menu.
Click Scheduling on the Appointment Scheduler main menu.
Click Appointments.

Click the Appointment Sheet tab.

Select the calendar date of the class to be deleted.

Click the first slot only of the class to be deleted.

No o s~ DdhPE

Double click on the first slot for the class.

Family ID{ -
Family Record | Appointment Sheet | Class Assignments Class Attendance |
Clinic: |13_.N1c NI CLINIC 13 <] 2011 =|  Avaiable Appt Search |
iI < OCTOBER =
USER13 [COwW13  [ALIAS1T  [EDU1 SMTWTF S
zl 08:00 am | any any
08:15 am | ary ary 1 Re-Schedule/Cancel |
08:30 am | any any 2|3|4|5|6| 7|8
08:45 am | any any a1 [12]13]14]15
09:00 am| any any
09:15 am | any any 16 (17|18 |19| 20| 21|22
09:30 am| any any 23| 24|25|26| 27| 25|29
09:45 am | any any 30| X Today Times li
10:00 am | any any I 104132011
10:15 am| any any
10:30 am | any any Staff: Duration: I
10:45 am | any any —— I_
11:00 am | ary any
11:15 am| any any N Type: . Status:l .
11:30 am| any any —I )
Client: I
11:45 am| any any i|
12:00 pm | lunch lunch Type: . Status: I .
12:15 pm| lunch lunch N
e X
12:30 pm| any any _I
12:45 pm| any any

Figure 71 — Staff Scheduler-Edit Daily Schedule
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8. The message states “Are you sure you want to delete this class?”
e The system default is set to “No”.
e The user will have to select “yes” to delete the class from the appointment sheet.
e If the class does not contain any family participants, then the system will automatically delete the class
from the appointment sheet.
OR
e Families may already be assigned to the class. The system will alert you that families are scheduled and
must be removed in order to delete a class.
o Click “ok” to the message. Click once to highlight the class id of the class appointment on the
appointment sheet.
o With the class id number highlighted, click the Class Attendance tab.
e Delete the families from the Class Families list.
e Save your work.
e Click the Appointment Sheet tab, and click once to highlight the class id of the class appointment on
the appointment sheet.
e Double click on the first slot for the class.
e The message states “Are you sure you want to delete this class?”
e Click Yes and the class is deleted.

e Save your work.
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20X Tips, Tricks, and Shortcuts:

Here a few suggested ways for daily editing:

Close open appts - this will close available slots, and ask you to remove the interfering appointments so that the slots
will fill with NA. (If most of the day is filled with appointments, then just "move" those appointments that interfere with
the hours you want to modify. NA will populate those slots that had appointments removed. Replace NA slots that

should remain available, with the service to perform.)

Look at appointment sheet, determine what appointments interfere with modifying, and “reschedule"” the appointments
to other open slots during the same time frame. For partial day editing, go to Edit Schedule and row by row select NA

for the time span needed to shorten or expand a staff's day.

Here is a suggested way to edit monthly:
1. In Staff Day, modify the services, save the information, and copy day if necessary. In Staff Schedule publish the
new schedule to appropriate months.

e If appointment slots already contain a service, clear for the month, and fill for the month.

¢ If appointments exist, move appointments, clear for the month, and then fill for the month.

Deleting “empty” classes from the appointment sheet:
The occasion may arise when scheduled classes may not have any participants registered for the class. Deleting the
class and reassigning the staff services in Edit Schedule will open up available appointment slots for a particular day.

A user is not capable of deleting a class from the appointment sheet unless the user is assigned the
AS_CLNDR_BLDR role. If the user attempts to delete the class, a message appears to the user, "you do not have
the proper role to delete classes. Please contact your supervisor". Therefore the user cannot move the class from

the appointment sheet.

If the user has the appropriate role to delete a class, a confirmatory message appears - with the default to NO, asking
if the true intention is to delete the class. If the user chooses (YES) to delete the class (no scheduled clients), then
the class will be removed from the appointment sheet and the class will not appear in the Class Assignments or the
Class Attendance tabs. The class is no longer scheduled for the particular day. To re-publish the class, the user with
the calendar builder role will need to return to SETUP - CLASSES - Schedule Class Day and select the date for

teaching the class and publish it.

If the user chooses to delete a class with scheduled clients in the class, then the user must reschedule/delete the

clients from that class before the class can be deleted from the appointment sheet.
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A user is not capable of rescheduling a CLASS using the Reschedule/Cancel/Delete button functionality. The class
will always return to its original state on the appointment sheet even if the attempt is saved and the screen is
refreshed.

If classes are modified and re-published over an existing class on the appointment sheet, the user will receive a
message on Schedule Class Day, "One or more classes are scheduled between the existing times for the date.

Please delete the class first or select another day to schedule the class.”

The user cannot schedule a family into a class from the appointment sheet. The user must use the class assignments
screen to schedule the family into the class.

If a class is unintentionally deleted there is no method to get it back. The only way to prevent the loss is to run a

report from the Group Ed/Class Summary report identifying each class.
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Section 5: Making Appointments

Section Concepts:

To schedule a family appointment, a Family ID or Authorized Representative name is mandatory. To obtain this
information, the starting point is the Family Record. The Family Record displays certification and appointment
statuses for the family unit based on each client. In addition, you will view the Appointment History for each member
of the family. The Family Record window will also be the end point after scheduling a family appointment. The
client(s) are instructed on the Things to Bring to the appointment, and given an Appointment Notice for next scheduled
family appointment. Classes will be assigned to those families that will attend classes. Once the class has occurred,

you will issue food instruments to the families that attended the class.

Step-by-Step Instructions:

1. Click the Appointment Scheduler icon from the Master Menu.

2. Click Scheduling on the Appointment Scheduler main menu.

£ Arizona WIC Program - [Appointment Scheduler] _[5]x]
@ Scheduling Tables Setup Outputs Exit Window =18] x|
~
WNOT;
o Oy
S e

2
A

[Record: 141 [ <0SC> kDBG> |
Figure 72 - Appt. Scheduler Main Menu
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3. Click Appointments.

£ Arizona WIC Program - [Appointments] [_[a]x]
@ File Edit ltem Record Query Window Help - ﬂlil
e s &[T [%[=| B <|<[<|>[»[] Dldw|] | ? |
Family I0: = E|
Family Record | Appointment Sheet | Class Assignments | Class Altendance |
7|M Things Appt  — Appointment ———
Client to Bring Hotice Date Time Type DOB Cat CertStart CertEnd Due Date
Bring | Motice j
Bring | Matice
Bt | HEtice

Birifig | Hetice
Bringy | Hatice: d

—[Appointment History

Date Time Type Staff Status

Hotes

Figure 73 - Appointments screen — Family Record Tab

. You are now in the Family Record window.

. The Family Record screen is where the AIM User can view a family’s
appointment history based on each member of the family. Participant statistics are in a Display Only mode for
convenience to the AIM User.

4. Select the Family ID for the family you want to schedule an appointment by either of the two following methods:

Double click on the blank Family ID field to “jump” you to the Client/Family Lookup screen, or type in the Family

ID.

6. If you jump to the Client/Family Lookup screen, you can search for the family.

e Once the results appear, double click on the Family ID you want to return to the Family Record screen.

e The Family ID will auto populate in the Family Record screen.

e Press the Tab key to display family information.

7. Tofillin the Family ID and query the requested family, type the Family ID number in the field and press the Tab
key to display family information.
8. Click the Appointment Sheet tab.
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3 C Prograrn - [Appointments]
ile  Edit Item Record GQuery Window Help

L
e g = 'ﬁl?'?l'ﬁl_l K[« [<[>[» 5] omis|E = EEE il 9.0.27|Trnst|4500 |
Fami IDF4DBDDDSS -NOMACK,ANTOINETTED
¢wilyRecurd | Appointment Sheet | CIaSSASSignmemsl Class Altendance |
I

inic: F1 .MC LMY CLINIC 21 2011 #vailable Appt Search
:I OCTOBER
USER21 [COwW21  [EDUZ1 S MTWTES
zl 08:00 am | any cert cnsl
08:15 am| ary cert cngl FRe-Schedule/Cancel |
08:30 am | ary cert chal 2|3|4(s|6| 7|8
08:45 am | ary cert chal a|x[11]12]1a[sa]15
09:00 am | any cert chsl
09:15 am | any cert cnsl 113 | 6 el |
09:30 am | ary cert cngl 23|24|35|26127)28| 29
09:45 am | ary cert chal 30| X Today Time'l
10:00 am | any cert chal 10442011 )
10:15 am | any cert chsl
10:30 am | any cert cnsl Staff: Duration: I
10:45 am | ary cert cngl e I—
11:00 am | ary cert chal
11:15 : 8| status: | 3
am | any cert chgl iI Type: us
11:30 am | any cert chsl N
Client: I
11:45 am | any cert chsl Zl
12:00 pm | lunch lunch lunch Type: . Status: I .
12:15 pm | lunch lunch lunch N
12:30 pm | ary cert chsl Client: I
12:45 pm | any cert chsl Type: . Status: I .

Figure 74 - Appointment Sheet Tab

e The Authorized Representative’s name and ID number appear across the top of the screen.

e Mouse over the Family ID or authorized representative’s name to view the authorized representative
phone number.

e The hours of clinic operation appear in the first column of the grid.

e The clinic staff display in the interior of the grid.

e Each staff is assigned services they can perform within the day.

e The service type “any” indicates that the user can provide the following services: Issue, Nut. Ed,
Certifications, Food Plus Certifications, Health Check, Transfers, New.

e The maximum number of staff displayed at a time is five. To view additional staff, use the horizontal scroll
bar at the base of the grid.

e Use the large Up and Down arrows to the left of the appointment sheet to view four - hour increments on
the appointment sheet.

e To correct a mistake before you save, click on the calendar date to “refresh” the screen.

e When working with the scheduler, work with the first slot only. The System will generate the information

necessary for the required appointment.

Example: The System might be programmed to schedule initial certifications for a pre-set time of 30 minutes.
The time slots displayed are in 15-minute intervals and one certification appointment would take up two 15-
minute time slots. You will keep your cursor in the first time slot of 7:30AM and the System will automatically

generate your information into both the 7:30AM and 7:45AM time slots totaling 30 minutes.
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Search for an appointment using one of the following methods: the calendar or available appointment search.

The calendar will not default to today’s month and year at the top and today’s date at the bottom of the calendar.
You will need to select the current date manually.

e To change the month and year, use the forward and backward arrows next to the appropriate item.
e To change the date, click the date box in the calendar and check to see if the display date has changed to
match your selection.

The Available Appt. Search button allows you to enter specific, optional criteria to find an appointment and

Search.
£ Arizona WIC Program - [Appointments] == x]
File Edit ltem Record Query Window Help - ﬂlil
BlRe(m| §F[= <] @ <[] <[> ][> [] ] 2 |
Family I0: | =
R — £ Available Appointment Search
Clinic: F silable Appt Search |
_I Service: I .
07:00 & . I—
_I 0715 a S - -5 chedule/Cancel |
07:30
orasa  Lanowsge: | ]
08:00 a
0815 FromDate: | = 2002 =
08:30 a = ULy . e |
08:45 a  Day of Week: I = E§MTWTF S . I
09:00 a Cancel "
112|3]|4|5|6 =
0315 a Duration: I I
09:30 a L0 S ] N Duration: r
09:45 a AM Appt: 1a15[16 17| 181 20 7|—
10:00 a 21| 22|23 24| 25[ 26| 27 I—
T wls[olX] | | -
10:45 a Today Seatch | I_
11:00 & I 0711872002 s | =
1115 a 1
11:30 am| ary ary any e e [ I_
11:45 am| ary any any Type:l - Status: I -

&
0 »

Figure 75 - Appointments screen — Available Appointment Search Pop-up

You may be specific or broad in your selection criteria for the Available Appointment Sheet. The system will use
the information to find the next available appointment.

Click Search to begin the process.

Once the system has identified an available appointment slot, it will display the next available appointment in the
color “green” on the appointment sheet.

Click on the cell, the system will fill in the Family ID as well as the client information in the Family Information

section.
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#8 Arizona WIC Program - [Appointments] &1 x]
@File Edit Item Record Query Window Help =1
Besm 3F =< & << [>[>]] e 2 | 0vsinzscneanmnd
Family ID: P1 0084430 -AARON, CHRISTINA =l
Family Record I Appointment Sheet I Class Assignments I Class Attendance I
Clinic: F2—-.AKE HAVASUWIC 200? > va.|ab|a App( s
o~ AUGUST >
CNE02 [SPANT [CNWB [CNWD [CNWIs| — ' + w1 £ 5
z] 07:00 am | na na 0100844 500EN any
07:10 am| na A any any any 112]3 BRe-Schedule/Cancel |
07:20 am|na na any any any 4|(5|6|7|8]|9|10
07:30 am|na na any any any 11112]13114]15[18]17
07:40 am|na na any any any 1al1al20l21122123] 24
07:50 am|na na any any any
08:00 am | na na any any any E 26|27)28|29|30| 31
08:10 am|na na any any any Today Time: F;p:m M
08:20 am|na na any any any [_ 082612002
08:30 am|na na any any any
08:40 am|na ha any any any 3 ENW B Duration: F
08:50 am|na na any any any 5 W
09:00 am|na na any any any :
09:10 am|na na any any any :j Type: . Status: .
09:20 am|na na any any any Client: JWTTEN, ERIKA K
09:30 am|na na any any any ZI
09:40 am|na na any any any Type: . Status: I -
09:50 am|na na any any any
Client: |
10:00 am|na na any any any o
N 2 el el W

g ot

[Record: 1/1 [ [<DSC> [<DBG> | |

Figure 76 - Appointments screen — Appointment Sheet

e The time selected for the appointment is view only displayed above the Family Information section.
» The Staff that will perform the services for the family is displayed in view only also.
» The Client’s in the family appear in the Client field as well as the category.
» The large Up and Down arrows next to the family information are used to see multiple family
members in increments of three.
16. Select a service/activity type for each client.
e Each service/activity has a pre-set time internally programmed into the System, and is displayed in the
duration field.
» The duration field is modifiable.
» Time can be increased or decreased based on the clinic appointment interval.
» The duration determines the number of time slots to fill on the appointment sheet.
e The service that the staff provides must match with the service the client needs.
e Clients that are not assigned a service/activity type will not be eligible to have nutrition education documented
on their record as each client requires a documented appointment type in order to assign nutrition education
topics to the client.

Example: A staff assigned Certifications for the day cannot perform a Counseling (CNSL) appointment for a client

because the services do not match. However, if a staff is assigned “Any” service type then several of the services will

match, as mentioned previously.
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17. The system will default the status to (P) pending for future appointments.

e The status field will display Walk-In for appointments scheduled on the current date for families that arrive to
be seen without a scheduled appointment.

18. The appointment slots will fill for the duration selected for the family appointment with the family id of the
authorized representative.

19. Click Save to keep the appointment.

20. Click the Family Record tab to return to the screen to confirm the family appointment.

e If multiple appointments exist for the family, i.e. a certification appointment and a class, the earliest calendar
date appointment will appear first. Once the appointment expires, the next appointment appears in the family
record screen.

21. Click the Things to Bring button.

22. Select the items that the client should bring to the appointment by selecting an item and clicking the right arrow.
key or double-clicking the item to bring.
e Items to Bring are client specific within the family.
e You will be prompted to save after each client is assigned Items to Bring.

23. Click the Appointment Notice button.

24. Select the appropriate appointment notice radio button
e Click OK to automatically print the designated notice, or Cancel to exit from the Appointment Notices screen.
¢ Notices print in both Spanish and English.

25. Click Save.

Let's take some time to learn the process of rescheduling and deleting appointments.

1. Click Scheduling on the Appointment Scheduler main menu.
2. Click Appointments.
e You are now in the Family Record window
3. Select the Family ID for the family you want to schedule an appointment by either of the two following methods:

e Double click on the blank Family ID field to “jump” you to the Client/Family Lookup screen. Fill in the
necessary criteria to Query the requested family. Once the Results appear, double click on the Family ID to
return the Family ID to the Family Record screen and tab.

OR

e Enter the Family ID number in the field and Tab for the family information.
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4. Click the Appointment Sheet tab.
5. Click in the first cell of the Appointment to be rescheduled.
6. Click on the Re-Schedule/Cancel button.

7Y Arizona WIC Program - [Appointmen ]'V
BR) File Edit Item Record Quel

|__|g|5|5| %l?lilﬁlﬂj I<|<<|< [>[»[>1] &[]

=18l x|
=181

3] 10.07ajAzsched| |08l11

Family ID: P1 0084450 -AARON, CHRISTINA =
Family Record | Appointment Sheetl Class Assignments | Class Attendance I
clinic: 2~ @ AKE HAVASUWC 2002 j Available Appt Search ]
AUGUST
a
_l CNED2 _ [SPAN1 CNWB CNWD CNW| S MTWT
z’ 07:00 am|na na any any
07-10 am| na na . - any 1123 FRe-Schedule/Cancel I
07:20 am|na na any any any 4|5|6|7|8|9]|10
07:30 am|na na any any any 11112113114 15[18[17
07:40 am| na na any any any S P I E e
07:50 am|na LI R e-Schedule or Delete? B x|
08:00 am | na na
8:10 am|na na r’r' 7
- \l) What Do You Want To Do With This Appointment? e: F7»°° A
:20 am | na na
:30 am| na na =5
08:40 am | na na Re-Schedule | Cancel/Delete | Duration: F
08:50 am| na na
|_09:00 am|na na any any any LB
09:10 am|na na any any any _l Type: FERT - Status: F .
09:20 am | na na any any any Clionts W
09:30 am | na na any any any =
09:40 am|na na any any any Type: CERT . Status: F -
09:50 am|na na any any any
Client: |
10:00 am | na na any any any
T £ o Wl
| _.l_l
Select The Appointment Status From The LOV. .
[Record: 0/1 [ [<OSC> KDBG> |

Figure 77 - Appointments screen — Reschedule or Delete Pop-up

7. Choose from the following options:
Re-Schedule

b. Cancel/Delete

a.

c. Nothing
8. Click on Re-Schedule.
9. Select one of the two options;
a. A new calendar date for the appointment, or
b. A new time slot in the current day
10.
11.
12.
13.

Click on a new calendar date from the calendar.

Select a new time slot for the rescheduled appointment.

The information is moved into the time slot.

Click Save.

14. Return to the Family Record screen to print a Reschedule Notice for this family appointment change.

15. Exit back to the Appointment Scheduler main menu.
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CREATING A PLACEHOLDER IN THE APPOINTMENT SCHEDULER

To hold an appointment for a client who is going to transfer in, each clinic can create a placeholder. This will alleviate
the need for multiple transfers of a family record. You should keep in mind the following guidelines when creating a
placeholder family:
1. Only the person responsible for building the appointment scheduler should create the placeholder client.
2. Only one placeholder per clinic is allowed.
3. Use the naming standards in creating the placeholder: (Family Last Name = LAXX PLACEHOLDER, First
Name = Clinic number for your clinic).
4. The WIC Director or designee such as nutritionist or clinic supervisor is responsible for monitoring to ensure
that this policy is followed appropriately.

{;:1:1'3 Arizona WIC Program - [Client Registration]

@File Edit Item Record Query ‘Window Help

B8 e R| 7= & <] <[> [»]>] »mEsE EEE] 2| s

m Authorized Rep 1 Authorized Rep 1

Family I Last Hame First Hame M1 M2 v

|i1 00690027 . ' 227 PLACEHOLDER FLINIC 05 | | e |

—| Client

Client 1D Last Hame First Hame M1 M2 55H

|52'm1 72776 . '_AQ? PLACEHOLDER FLINIC 05 | | |

Birth Date Age (Yrs.) (Months) Gender Family Size WIC Family Size

F1 141330 |20 |1 " Male f+ Female

_ L J# | Ay, Enigs, ¥ | Ine. Efig.

Proof of Identity Application Date Mother's ID

F DRIVER'S LICEMNSESSTATE ID an 82010 I . 2000.00
Farmets harket | Ethnicity/Face I Eligyikility I

[~ Migrant Digability

[~ Homeless - Heslth Care I COther Programs |

[~ Group Home voC

[~ Military I Transfer Info | Previous Mames |

[~ Refugee Ineligibility Reason

I~ Fostercare | &) rosTToFOLLOWLR Communications | Previous Famiies |

" Family {* Client Reg  Cert Action  Medical ( Health (" Hutr Quest ( CarePlan { Food Pkg

Figure 78 — Client Reg Screen

Step-by-Step Instructions:

1. To create a place holder family record, begin in the Family screen. The name should be as follows: Family
Last Name = LAXX PLACEHOLDER, First Name = Clinic number for your clinic (Clinic 05, Clinic 02 etc.) Do
not create a Pre-certified family record as it will drop off if there is no activity within 90 days.

2. Inorder to schedule an appointment you must have at least one family member. Certify one person in this
family, but only up to the Cert Action screen.

3. To prevent Duplicate Records — Use a different Birth Date in each clinic (i.e. 01/01/1990 for Clinic 01,
02/02/1990 for Clinic 02, etc.). Ethnicity/Race and Income can be at user discretion.
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FEEESEES] EIRISE
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Fzm 72776 . '_.&.2'.-' PLACEHOLDER: FLINIC 05
- Certlf'catmn T =

MI1  MIZ  Birth Date

[ | oo
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Client Present? Wait Cert Created Termination
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'
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IO i T PREGMANT ADULT (18 &NCD2A&2010 2452010 B0 8
[ e
o © o
o C e
[ e
Actual l— CSF Distribution Site

Delivery Date: Proof of

Expected hﬁfﬂﬁﬁm il PTEQ Reason Client Hot Present

Delivery Date: I .

Last Menstrual
ast Menstrua meuae Comment

Period

=

List By

Date

MCDIR2T

I m = E =

CEER |
Category Change |
Extend Cert Period |

Terim
TErm
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Tt

TEHT

= Family (" Client Reg {* Cert Action { Medical (" Health (" Hutr Quest { CarePlan { Food Pkg

Figure 79 — Cert Action Screen

4. Terminate the client record after End of Day has run. Appointments can be made using Inactive records.

5. The new PLACEHOLDER family can be used multiple times in a day/week/month to hold appointment slots.

You can schedule an appointment for the Placeholder family and extend the duration to accommodate the

existing client/family you are holding the appointment slot(s) for.

6. Each time you want to use this place holder, enter the Family ID number and query the family. Click in an

appointment slot and you will get a message “This Family Has An Already Scheduled Appointment on
MM/DD/2010 at HH:MM am/pm. What Would You Like To Do With The Appointment?” The choices are:
Keep, Delete and Cancel.

a. Select ‘Keep’ and the existing appointment will be kept. You can then select another time slot and

schedule another appointment for the LAXX Placeholder family. Selecting ‘Delete’ will erase other

placeholder appointments.
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..‘;':'1'3 Arizona WIC Program - [Appointments]
@ File Edit Item Record CQuery SWindow Help

geslm === @ <[<]|<]> > ] ofmEe 6 EEE

Family |ni1 00630027 .A2? FL&CEHCLDER, CLIMIC 05

? | 9.0.33 [Uattuc 270

Family Record | Appointrment Sheet | Class Assignments | Class Attendance I
Clinic: F.AHC WG PROGRAM AT THE WWOMEN'S CENTER < 2010 | available Appt Search |
iI < FEBRUARY =
LYNDA |EXTRA4 [RD 05 S M T WTETS
1' 08:30 am| na ary
08-45 am| na any 112[3]|4]|5]|6 Be-Schedule/Cancel |
09:00 am| na ary T8 9|10f11]12[13
09:15 am| ha any 14]15[18[17[18[1a] 20
09:30 am ary
09:45 am| ary ary 2| 22|23 ]24)25) 26| 27
10:00 am| ary ary 28
10:15 am| any ary Today Time: I
10:30 am| any any [ 23409040
ointment Exists X
11:00 am any L
11:15 am ary
11:20 am ary . This Family Has &n Already Scheduled Appointment On
11-45 am| na any \.!) 02/2312010 Ak 01:30 pm. Wwhat Would You Like To Do With
- The Appointrent?
12:00 pm| any ary
12:15 pm| ary atiy
12:30 pm| any ary Delete I Cancel |
12:45 pm| na na
01:00 pm | lunch lurich A |
01:15 pm| lunch lunch Type: . Status: I .

Figure 80 — Appointment Exists Pop-up

7. The LAXX Placeholder family is being scheduled for an appointment on 02/24/2010 at 10:00. The Duration is
30 minutes.

8. The duration can be extended by entering the number of minutes that you want, for the family you are holding
this time slot for.

S ‘\, Special Note: Users must tab off of the duration field in order to save the appropriate
B\( number of time slots on the appointment sheet.
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@File Edit Item FRecord Query ‘Window Help

fd|s|| ¥ |x[<| @ «[«|<|>[>[>] & emm| 8]

? | 9.0.33|Uattuc;

Family ||]11 O0GA0027 .AQ? PLACEHOLDER, CLIMIC 05

Family Record I Appointment Sheet | Class Assignments I Class Attendance

Clinic: FS .'!IHC WIS PROGRAM AT THE WWOMEN'S CEMTER

= LYNDA |EXTRA4 [RD 05

zl 08:30 am|na ary
08:45 am|na ary
09:00 am|na ary
09:15 am|na ary
09:30 am
09:45 am| any
10:00 am| any
10:15 am| any
10:30 am| any
10:45 am | na
11:00 am
11:15 am
11:30 am
11:45 am|na
12:00 pm | any
12:15 pm| any any
12:30 pm| any any
12:45 pm| na ha
01:00 pm| lunch lunch
01:15 pm| lunch lunch

iI Type: h- Status: F—.
I_
il Type: —- Status: I—.

il 2010 * | Awvailable Appt Search |
= FEBRUARY £l
S MT WTF S

112|3|4|5|6B Re-Schedule/Cancel |

T8 8 [10)11)12]|13
1415|1617 (18|19 20
21| 22|23 24| 25| 26| 27

Today Time: FD:DD A

02/24:2010

Staff: EXTRAS WOMEN'S CENJEF puration: @_
Client: LA27 PLACEHOLDER, CLINIC 05

Client:

Client:l

I_
ype: |—. Status: |—.

Figure 81 — Duration

9. When the family record (that this placeholder appointment was created for) is transferred into the clinic, an

appointment can be made for them in this time slot by clicking on the Family ID number of the LAxx

Placeholder family, clicking on the Re-Schedule/Cancel button and deleting the existing appointment. Save

the screen. Query the family that this time slot was held for, click in the appropriate time slot and schedule the

appointment. Save the screen. Deleting this LAXX Placeholder family appointment will not affect any other

appointments that are scheduled for the LAXX Placeholder family.
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2% Tips, Tricks, and Shortcuts:

e Double clicking the desired item in the LOV will populate the field and close the LOV.
e The appointment length of time can be reduced by clicking in the duration field and manually decreasing the
duration from the family appointment field. This process reduces time for the family appointment, yet does
not affect an individual client.
e Selected Appointment: If there are not enough appointment time slots available for the System to book a
particular service, one of two warning messages will appear:
“The clinic is not open long enough to schedule an appointment of this duration. Please select another
time.”

- “This Staff Member is not scheduled to perform this service during one or more of the required
appointment slots. Please select another time.”

¢ Click OK to acknowledge that you have read the warning.

A . Special Note: If the user has the override appointments roles, the System will then
1,‘\( overbook that time slot with the appointment

CMA Consulting Services Page 114 of 149 November 14, 2011



Ocnia

Consulting Services

State of Arizona DHS

WIC AIM Training
AIM Super User Training Manual

CLASS ASSIGNMENTS TAB

The class assignments information is assigned to a family in the Appointment Sheet. It is important to capture the

setup and assignment of classes together.

a rc 0w

© © N o

Click the Appointment Scheduler icon from the Master Menu.

Click Scheduling on the Appointment Scheduler main menu.

Click Appointments.

Click on the Class Assignements Tab.

Enter the appropriate “From” date information and/or Class Category search criteria in the field at the top of the

screen.

@E\Ia Edit Itern Becord Query Window Help ;lilﬂ
B[E8(R] F|F[®[T| B < [«[<|>[» ] Blit]m] i |

Family ID: Pznmsnaa .JOLLAR‘ BARB ]

Faily Record | Appaintment Sheet | | Class Attendance: |

Search From: I Class Categony I - Go |
Count/
Date Day of Week Time Class Language Limit Clinic
07s20/z002 SATURDAT 07:30aw  DIET ENGLIZH pli} CLINIC 10 -
07/20/2002 SATURDAT 08:30amw FOLIC ACID ENGLIZH pli} CLINIC 10
07/20/2002 SATURDAT 09:30an WEIGHT GAIN ENGLIZH pli} CLINIC 10
07272002 SATURDAT 07:30amw  DIET ENGLIZH pli} CLINIC 10
07/27/2002 SATURDAT 08:30am FOLIC ACID ENGLISH 1n CLINIC 10
07/27/2002 SATURDAT 09:30am WEIGHT GATH ENGLISH 1n CLINIC 10
08s03/2002 SATURDAT 07:30amw  DIET ENGLIZH pli} CLINIC 10
08/03/2002 SATURDAT 08:30anw FOLIC ACID ENGLIZH pli} CLINIC 10
0B/03/2002 SATURDAT 09:30an WEIGHT GAIN ENGLIZH pli} CLINIC 10
0B/l0sz00z SATURDAT 07:30amw  DIET ENGLIZH pli} CLINIC 10
08/10/2002 SATURDAT 08:30am FOLIC ACTID ENGLISH 1n CLINIC 10 ;I
Add Family To Class Bemove Family From Clags
Count/
__Date  DayofWeek Time  Class Language Limit Chnic
0570372002 SATURDAY 09:30am WEIGHT GAIN ENGLIZH pi} CLINIC 10

Figure 82 - Appointments screen — Class Assignments Tab

Click the GO button.
Select the available class(es) to schedule the family to.
Click the Add Family to Class button.

Click Save.

10. Click the Family Record tab.

11. Exit back to the Appointment Scheduler main menu.
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2% Tips, Tricks, and Shortcuts:

e Once the class has reached the “class limit” that class will no longer be available, or viewed, in the Class
Assignments screen.

o If a family cancels their class appointment for a class that met the class limit, that appointment slot becomes
available, and the class assignment search will display the available class.
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CLASS ATTENDANCE TAB

This is the screen used to document class attendance and issue food instruments to the participants. You will access

this screen when the client comes in to your clinic for the class on the day it is offered using the following method.

Click the Appointment Scheduler icon from the Master Menu.
Click Scheduling on the Appointment Scheduler main menu.
Click Appointments.

Click the Appointment Sheet tab.

Locate the staff member that is the class educator.

o g s~ w N PE

Click on the first cell of the class number for the first class that day.

55 arizona Wit progrom - hppoitments] -8l
@File Edit Item Record Query Window Help = ﬂll]

\QH]BI@I :%I?ril‘ﬁl @I K |<< I < I > |>> I)I I &t l]f.ll.l]?alAzsched[nsoi

Family ID: p1 0084450 -AARON, CHRISTINA =
Family Record I Appointment Sheet | Class Assignments | Class Attendance I
Clinic: FJ-Q_-.AKE HAYASUWIC < 2002 >|  Available Appt Search I
a <] AveusT |
CNED2 [SPANT | (R =" T W T F 5
z' 08:20 am any any
08-30 am any any "B E2NES Re-Schedule/Cancel I
08:40 am any any 4|5|6|7|8]|9|10
ggigg am any any 11[12]13]14[15]18[17
:00 am any any
09:10 am e 5% 18|19]20|21(22|23| 24
09:20 am Ty o 25| 26|27 | 28|29 30|31
09:30 am any any Today Time: I
09:40 am any any 087302002
09:50 am any any
10:00 am any any Staff: Duration:
10:10 am any any Oiaan [——
10:20 am any any
:gig am any any a5 Type: . Status: -
:40 am any any Client: [—
10:50 am any any 3]
11:00 am any any Type: . Status: -
11:10 am any any =
11:20 am any any c"em'l l
4'|' l' » Type:[ . Status: -
=t ;l_l
CLASS15 o
[Record: 141 \ I KOSC> <DBG> |

Figure 83 - Appointments screen — Appointment Sheet Tab

7. The class name appears in the hint text.

8. Now, click the Class Attendance tab.

A
‘7,‘\( Special Note: This window opens in a query mode.
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=18l
=181

|glalalm] 5= =[] @] <[<[<]>[> 1] olils]

ﬂ :.Il.(l?alnzschedllmlq

Famnily ID: P1 0084450 -AARON, CHRISTINA
Family Record | Appointment Sheetl Class Assignments | Class Attendance |
—|Class
Class: [FLass1S . |cssss Class Count
Comment: ~ | appt. Type: PUTR
Appt. Date: [J512372002 Class Limit
- | Appt Time: [10:00 AM 0
Staff: FMITH, 02
—| Class Families
Family ID Last Hame First Hame M1 MI2 Attendance
110086133 iAALGAARD BECKY ® PENDFUTURE F| - All Attended
i Print/Preview FI's
—{Clients
Last Hame First Hame M1 MI2 Cat
AALGAARD HAILEY N =
TEST CLIENT L PN
il

Select The Class Name From The List Of Values.

[Record: 141 [ [List of Values <DSC> <DBG> |

g

Figure 84 - Appointments screen — Class Attendance Tab

9. The class attendance tab populates with the class offered at that time slot.

e The system will display the families and corresponding family members enrolled in that class.

e Class details populate the screen.

10. Click the All Attended button to mark a family as attending a class.

e The All Attended button is used to group the participants and manually mark the attendance as all attended.

11. Click the Print/Preview FI’'s button.

o The Print/Preview FI's button is used to jump to the Class Food Instruments screen to see FI's related to the

family record and to group print the FI’s for the members of the cla
12. Click Print for Food Instruments.
13. Save your work and acknowledge the transaction.
To

add a family to the class:

A\
f/‘\( Special Note: This window opens in a query mode.

1. Click the Class Name LOV and select the Class you want to view.

SS.

2. Enter the family ID for the family you want to add to that class and Tab.

3. Save your work and acknowledge the transaction.
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To view the clients in the family in the Class Attendance Tab:
1. Click in the Family ID field to view the clients within that family in the fields below.
2. Exit this window.

LABEL PRINTING

Mailing labels can also be printed, using the correct mailing labels, to contact participants regarding their appointment

history.
To produce labels:

Click the Appointment Scheduler icon on the Master Menu.
Click Outputs on the Appointment Scheduler main menu.

3. Click Labels, then click Appointment Mailing Labels.
=1B(x]

@ File Edit Item Record Query Window Help =8|
|§Jn|5|@| E%l'?['i]'ﬁ| gl K |<< I < |> |>> |>l | & ﬂﬁl ﬂr.o.oramzschequ
—|Criteria

Label : [51 60 -Avery HP Label Stock (3x10) (1" x 2 5/8")

Clinic : POLAN SPRINGS WIC .

Appointment From Date : [— Appointment To Date :

Attendance Status: [_. Category: [_. Service: I .

Family ID : | .
—{ Results

Authorized Rep1 Authorized Rep1 Select
ClientlD | ast Hame First Hame M1 MI2 Service for Print

.
»

o )

Select All w/o Confidentials Select All with Confidentials

i ot

Select the Clinic from the list of values. o
[Record: 171 [ List of Values [<OSC> KDEG> |

Figure 85 - Appointment Label Selection parameter screen

Enter the Mandatory fields:
4. Select the correct mailing label from the Label LOV.
5. Select the clinic from the LOV.

6. Enter the appointment date range.

A\

1}\( Special Note: These fields are optional, but will narrow the search if necessary.
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Selelct the Attendance Status from the LOV.

Select the Category from the LOV.

Select the Service from the LOV.

Enter the family ID.
e Type in the family ID, or
e Double click in the family ID field to return to the Client/Family Lookup screen and query for the family ID.

Click Query for the results.

Select one of the three methods for printing labels:

e The system will return results from which you can individually choose the participants to print labels for.

e Click the Select All w/o Confidentials button to select all participant labels to print except for those with a
confidentiality flag checked in the Certification section.

e Click the Select All with Confidentials button to select all participant labels to print except for those without a
confidentiality flag checked in the Certification section.

Click the Print icon.

Choose which label selection you wish to start.

Acknowledge the label messages.

Preview the label setting.

Click the print icon.

Exit back to the Appointment Scheduler main menu.
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Chapter 5: Food Instrument Processes

Chapter Preview:

This chapter describes how to use the miscellaneous Food Instrument (FI) functions of the AIM System. The AIM
System maintains several areas of voiding food instruments, beginning with the actual voiding of food instruments,
formula replacement, to the unvoiding of food instruments. The AIM System will also automatically maintain FI

number levels. However, a clinic may view their own levels and issue FI numbers manually in emergency situations.

Chapter Objectives:

Upon completion of this chapter, you will be able to:

e Void food instruments.
¢ Un-void food instruments.
e Complete a formula replacement.

e View and issue FI numbers.
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Section 1: FI Number Issuance

Section Concepts:

This section describes how to use the Issue FI Numbers window. The window is used primarily to view the status of Fl
number levels within a clinic. The AIM System automatically replenishes FI numbers when the total remaining issued
numbers is at or below 10% of the number defined by the State for a clinic. This window also allows for FI numbers to

be manually issued to a clinic in cases where they are unable wait for the automatic process to occur.

Step-by-Step Instructions:

A Arizona WIC Program - [Food Instruments]
@ FIProcessing | Invertory Tables Outpubs Exit  Window

Stock Inventory

Figure 86 - Issue FI Numbers Navigation

1. Select Inventory from the FI Instruments menu bar.

2. Select Issue FI Numbers from the drop down menu. The Issue FI Numbers window is displayed.
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£ Arizona WIC Program - [Issue Fl Numbers] [_[2]x]
Eﬂ File Edit Item Record Query Window Help = Elﬂ

e8| 8[F|%[F) B K[<|<[>]> ] oo

BB 2|

Cl

No. of FI's Starting FI Ending FI
Clinic Name Issued
} [[GLENDALE WIC 24000

30 & |AVONDALE WIC 100000
16 § [CHANDLER WIC (99000
§ |[MARICOPA COUNTY DEPT OF PUBLI{100000

0000400000

=l »
The izational unit's unique code. |
[Record: 174 [ [ OSC> kDBG> |

Figure 87 - Issue FI Numbers

3. Aclinic may view the following fields:
¢ Clinic/Clinic Name-Displays the clinic code/name and must be selected from the LOV when manually issuing
Fl numbers.
e No. of FIs Issued- Displays the number of FI numbers automatically issued or the clinic must enter in the
number when manually issuing.
e Starting FI Number- System generated.
e Ending FI Number- System generated.
e Last Printed FI-The last FI that has been printed by the clinic. By comparing this to the Ending FI number a
clinic can estimate how many FI are remaining.
4. The Issue push button is only used when manually issuing FI numbers.
e The Clinic code and No, of Fls Issued must be completed before the button may be selected.
e Once the push button is selected the System will generate the Starting FI Number and Ending FI number.
5. Exit the window.

e If Fl numbers have been manually issued you must save your work.
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Section 2: Voiding FIs

Section Concepts:

Occasionally even with On Demand Printing you will need to void Fls. Perhaps the participant has had a change in
formula and did not use the Fls or the Fls did not get used for another reason and are returned to the clinic. With the

AIM System, you will be able to void the FIs immediately.

Step-by-Step Instructions:

VOIDING ISSUED FIS

8 Arizona WIC Program - [Food Instruments]

ﬁFIPrDcessing Invenkory Tables Outpuks Exit  Window

On Demand Food Instruments
Bstehed Food Instruments
Batch FI's Special Formula

WoidfReturn Food Instruments

Unissued Yoids

Test Print

Eatch FI Rickup

FI Lookup

Un-Yoid Checks
Adrministrative Ln-toid

hiZoy

Figure 88 - Void Food Instruments Navigation

From the Food Instrument window select FI Processing from the menu bar.
2. Select Void/Return Food Instruments from the drop down menu. The Void/Return Food Instrument window is

displayed.
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£ Arizona WIC Program - [Void/Return Food Instruments] [_[2]x]

Al File Edt ltem Record Query Window Help =181
Bld|e|m| 3/ [®[T| B <[<[<[>[>[>] & HIE) 2|
—[Client £
Client ID Last Name First Name MI1 MI2
I
—|Food Instruments
First Date Last Date Yoid
FI Number To Use To Use Status Reason  Reissue

Display =

Display:

[isplay

{Jispfay

Dsplay

2B B R EE R

Reissue I

Enter a query; press F8 to execute, Clil+q to cancel.
Record: 1/1 [Enter-Query List of Values <OSC> <DBG> |

: -

Figure 89 - Void FIs Window
3. The Client ID field is completed with the ID of the participant whose Fls you need to void by using one of the
methods reviewed earlier.
4. Execute the query. The Food Instrument section displays the list of all Fls issued.

£ Arizona WIC Program - [Void/Return Food Instruments] _[2]X]

@Ei!e Edit Item Record Query Window Help =181
@Hl@l@l i|$|?|§|@] I([((l( I) |>>|>I| B ; ?_|1.5.27|Nmno|osn||
—{Client} IE]
Client ID Last Name First Name A1 ARE2
.AEUNA IBLANL‘A IH |

—|Food Instruments

First Date  Last Date Void
Fl Number To Use To Use Reason Reissue

Display _ [o000007182  [03/15/2001 [B471272001 %‘mww imiEs
Displey 0000007184 [04713/2001  [05/13/2001 ||ss_UE'LT,rTOT_mﬁ€D— [ BT
Display  [|0000007185  |04/13/2001 m [SSUED, NOT CASHED. | |
Display I o
Display 5
i
-
o
|
Display - -'_I
Formula Replacement Reissue |
4 o
The client ID. Double click or press F2 ta ga to the client/family lookup for an existing client.
[Record: 171 [ [ [<0SC> [<DBG> | |

Figure 90 - Populated FI Section
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5. Click the Display push button. A copy of the Fl is displayed. Click OK to close the pop-up.

i gram - [Yoid/Return Food Instruments]
@File Edit Iterm Record GQuery ‘Window Help

@Elﬁl@l il?l?l?l@l 1< |(( | < |> |>> |>I| 3|@|m|@ Bl ll 9.0.27|Trnst|4500

—(Client
Client ID Last Hame First Hame M1 M2
[154500042853 -EIANANA |oREEN |
—|Food Instruments
First Date  Last Date Void
Fl Humbe 3 -
Display (00000553 Lkt
Display 00000553 | _eff#R-0HA DERGRTMENT OF HEALTH BERVICER WG PROGRAM | gy e )12 F oF DRAFTS 5UEIECT TO STATEOR "M T#
ey m 'ﬁ IEE:JTNEIPFBrW:??'IA.BSI mo.ilmglﬁ;;‘nﬁmc FEDERAL PROSECUTION. MOID IF ALTERED| npponss322
T Dono0ss3 | 45 15 |15450004283 BAMARNL GREEN 0290948 [z AC USEONL FIES‘EI' J—
| 1 CAN(12.9 0Z EACH) POWYDERED SIMILAC ADWASNCE (i IRON AND Wi
Dizplay 00000553 EARLYSHIELDY

Display (00000553

AL § AN UNT =T
iy, R - XY 0212011
Dlsplay — Fuoi TO THE ORDER OF:
gz
gz

BIGNATU RE AT BTORE
A BT MOTCH LRI BIGNATIRE BEWE

8711068324 : 7132963251

Figure 91 — Food Instrument Display

6. To void the FI click the LOV next to the Void Reason field. The LOV window will display a list of Void reasons and
their codes.

7. The Reissue check box automatically marks the FI for reissuance when the Void reason allows reissuance. The
original Fl is voided and a replacement Fl is produced.
e The Reissue box should only be checked if you want the same FI type produced.
e Do Not check Reissue if a food package change is needed.

8. Click the Reissue push button at the bottom of the window to print a replacement food instrument.

Exit this window.
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Section 3: Un-Voiding FIs

Section Concepts:

This section describes how a clinic can un-void mistakenly voided food instruments on the day the void occurred.
Staff with the appropriate role may perform the un-void. Those who have the following role assigned can only perform

this function: Nutritionist_1.

If the voided food instrument in need of un-voiding occurs after the initial date they were voided, it is required for the

State Program Integrity team to complete the un-void. It is called an Administrative Un-void.

The AIM Help Desk cannot un-void any food instruments.

Step-by-Step Instructions:

8 Arizona WIC Program - [Food Instruments]

@FIProcessing Inwentory Tables Outputs Exit  Window

On Demand Food Instruments
Eatched Food Instruments
Batch FI's Special Farmula
‘oid/Return Food Instruments
Unissued Yaoids

Test Print
Batch FI Pickup
FI Lookup

Un-void Checks

Administrative Un-yoid

Figure 92 — Un-void Checks Navigation

1. Select FI Processing on the Food Instrument main menu.

2. Select Un-Void Checks from the drop down menu. The Un-Void Checks screen is displayed.
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5;-:'1'3 Arizong WiC Program - [Unvoid Food Instruments]

@File Edit Hem Record GQuery Window Help
El|e|m| <[F|%|<| & <[<[<|>[»[>] oeem| S EEE] ?|
—/{Client}

Client ID Last Hame First Hame M1 M2

| | | I
—|Food Instruments

First Date  Last Date Woid

Fl Humber To Use To Use Reason Unvoid CnrmErS
=
-
=
-
-
-
r Requested User 1D
r T —
=
i~
Find Client | Ok | Cancel

Figure 93 — Un-void Food Instruments

3. Place the cursor in the Client ID field, enter the ID number for the client you wish to un-void food instruments that
were incorrectly voided on the current date.

Select the Find Client push button to return the client’'s name and voided food instrument serial numbers.

Next, determine which voided food instruments need to be un-voided.

Click in the Un-void checkbox for the food instrument(s) to be un-voided.

N o o &

Using the free form text Comments box, enter the reason for proceeding with an un-void using the free form text

Comments box.

8. Select the Requestor Name from the list of values. This field allows the entry of the Local Agency staff requesting
the un-void.

9. Click the OK button to continue with the transaction.

e The Cancel button will cancel the transaction.

10. Lastly, click OK to acknowledge the Transaction Completed.
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Section 4: Formula Replacement

Section Concepts:

There are times when an infant’s formula changes after Fls have been issued and cashed. If not all FIs for the month
have been cashed you may do a formula replacement for the Fls still in the participant’s possession. Before we learn

how to replace the FI(s) it is important we understand some basic business rules.

1. If the authorized representative has not cashed any of the Fls for the month, you may disable or
delete the food package, void the FIs and reissue the entire food package, a formula replacement is
not needed.

2. If the authorized rep. has cashed some but not all of the Fls the following conditions must be present:
e The initial food package must contain 2 or more “formula” Fls.

e The participant must have at least one un-cashed Fl in their possession.
¢ A new food package for formula must be selected.
FIs cannot be replaced for food packages that do not contain formula.

4, Fls cannot be replaced if all formula Fls in the food package have been cashed.

An FI cannot be replaced if the First Date to Use of the Fl you are replacing is earlier than the

Effective Date of the new food package.
Step-by-Step Instruction:

Log on to AIM.

Click on the Enrollment & Certification Module.

Click Certification Info drop down on the Enrollment & Certification menu.
Click Nutrition Eligibility and then select Food Package.

Enter Client ID and run query. Client information is displayed.

Tab to Food Packages section and check the Disable box to disable the food package you want to replace.

N o g s~ NP

Assign the new food package making sure that the effective and end dates of the new food package and the

effective and end dates of the old food package are the same.

©

Save your changes.

A message is displayed:

»  “You will need to void the returned FlI’s prior to issuing a new package, would you like to go to the void Fl
screen now?  Yes No”

10. Select Yes.
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Figure 94 - Existing Food Instrument Message

11. This will automatically take you to the Void/Return Screen.

12. Use the Display button to view the FIs and determine which FI you want to replace.
13 Press the Formula Replacement button.

14 The Formula Replacement screen is displayed with all potential FIs for replacement displayed.
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Figure 95 - Formula Replacement Screen

15. You may again use the Display button to identify the FI you want to replace.
16. Click the Replace button next to the FI you wish to replace.

17. The Select Food Package FI Type pop-up is displayed.
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Figure 96 - Select Food Package Fl Type Pop-up

18 All food packages not disabled are displayed in the Food Package Information section. Select the appropriate
food package.

19 The Food Package, FI Type and Sequence are displayed below the food package information.

20 Use the Preview button to determine the correct FI you want to use as the replacement.

21. Check the Select FI Type box next to the correct Fl.

22. Click OK.

23. Check the Reissue box next to the FI to be replaced.

24. Click the Reissue button in the lower right hand corner. The new FI will be printed.

25. Acknowledge the transaction. The new Fl is now displayed in the Food Instruments section.

26. The replaced food package has been automatically voided.

27. Exit the screen.
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Operations Management

To produce reports:

Appendix A - Reports!

1. Click the Operations Management icon on the Master Menu.

2. Click Outputs on the Operations Management main menu.

3. Click Reports.

The following reports are listed:

Report Name Description State Level Only
Yes/No

Local Agency Directory Produces either an internal or external directory of all Local No
Agencies and their associated clinics

Local Agency Staff Listing Produces a listing of all staff members assigned to a Local No
Agency as well as all vacant positions

Outreach/Referral Organization Produces a general listing of Outreach/Referral No

Listing Organizations and the program categories for which they
provide services

Nutrition Education Contacts Summary of nutrition education contacts by Local Agency No
for a user specified range of dates

FNS 648 Local Agency Directory | Produces the FNS 648 Local Agency Directory for Yes
submission to the FNS

Food Instrument Usage Listing of the number of FIs with each type of disposition No
within a date range. This report is a Financial Management
report, but is made available to Local Agencies here

Participant Status Report on selected characteristics of the WIC or CSF No
participant population used to measure changes and trends
for predicting caseload patterns. This report is a Financial
Management report, but is made available to Local
Agencies here

Personnel Costs Summary Details the personnel costs for each staff member based No
upon activity categories. This is a Financial Management
report, but is made available to Local Agencies here.

Annual WIC Cost Summary Report generated from the data entered on the Annual WIC | Yes

Sheet Cost Summary window

! Only reports that are fully functional are listed in the tables.
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System Administration

To produce reports:

1. Click the System Administration icon on the Master Menu.

2. Click Outputs on the System Administration main menu.

The following reports are listed:

State Level Only

Report Name Description
Yes/No

WIC Role Authorities The purpose of this report is to provide the System No
administrator with a breakdown of the currently
established roles, the tables that each role has

access to, and the privileges of each table.

WIC User Directory The purpose of this report is to provide a listing of all | No
current WIC/CSFP users, their associated roles,
and their password expiration dates. This will
provide the System administration, and any required
supervisors, with the ability to create and view a

hard copy of all users.

Expired Passwords The AIM System will monitor and list all users No
whose password has expired. The purpose this is
for the administrator to consider deleting the user
since the account is not accessible. Unused
accounts may propose a security risk.

WIC Active and Inactive Roles | The AIM System will provide a listing of WIC/ CSFP | Yes

roles and reference these roles as “Active” or

“Inactive.” This will give the administration a “quick
view” capability as to which privileges associated

with these roles are entered.

System Access The AIM System will provide a listing of all accesses | Yes
to the applications that were denied, and the reason

for the denial.

Pending Certification Records | The AIM System allows the user to produce a report | No
detailing the participants entered in the AIM System
who have begun the certification process, but have
not been issued food instruments. This report is not

to include Breastfed infants who are scheduled not
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Report Name

Description

State Level Only
Yes/No

to receive food instruments.
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Food Instrument

To produce reports:

1. Click the Food Instrument icon on the Master Menu.

2. Click Outputs on the Food Instrument main menu.

The following reports are listed:

Report Name

Description

State Level Only
Yes/No

Active Food Package Listing

This report lists the food packages that are

active.

No

Daily Food Instrument Log

This report lists the food instruments issued for
Local Agency and Clinic.

No

FlIs Voided and Cashed

This report produces a list of food instrument
serial numbers that have been voided yet
cashed.

No

Food Instruments Voided

This report produces a summary list of voided

food instruments with void reasons.

No

Food Instrument Issuance

This report can be run for a single or all
dispositions of issuances, and for a single or
all Local Agency. It reports on the food
instruments issued, the clients they were
issued to, the associated food package type,
the food instrument count, and the disposition

of the issuances.

No

EOD Batch Log

Details each time the Batch Food Instruments
function was invoked. This report is produced
daily at the Central Site during End of Day

process whether or not the function was used.

Yes

Master Subordinate FI Type

Displays all FI Types that have duplicates and
each duplicate (subordinate FI type).

No

Food Package Composition

Displays food package content, including the

FI types and the foods that make up each FI
type.

No

Lost/Stolen WIC Food

Instrument

Displays all lost or stolen Fls.

No

Plus Category Food Package

This report lists the food packages assigned to
the plus WIC categories.

No
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Appendix B - Worksheets

Discussion:

Creating a calendar/schedule for a clinic is a simple process if you have the necessary data prepared to enter into the
system. Data on staff, services and time parameters must be entered into the system. The following worksheets
have been created to assist with this process. Planning the schedule and completing the worksheets first will help
ensure the calendar is created correctly and eliminate errors during the process. It is suggested you make copies of
these worksheets for future use. Each worksheet corresponds to a specific window in the AIM System. The title of

the worksheet reflects the title of the window and the key at the top of the sheet indicates the navigational path.
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Staff Data

Navigation Key
Operations Management =» Operations Mgt.=» Staff Data

Staff Information

Position Number

Type of Position Vacant Pseudo Non- WIC

Last Name

First Name

Middle Initials

Educational / Professional
Suffix

LA Coordinator Yes No

Non — WIC Contractor Yes No

Street Address

City

Zip Code

Phone Numbers Type

E-Mail Address

Languages

Job Description Information

Program

Position Title

Salary

ERE%

Start Date

Hrs/Week Budgeted

FTE Base if different than
40 hours

Home Organization

Establish Office Hours
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Day Open

Close
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Clinic Services/Activities

Navigation Key:
Setup =» Clinic Tables =»Clinic Services/Activities

Clinic:

Clinic Interval:

Work Events:
Time Allotment Service/Activity

Minutes
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Dates Office Closed
Navigation Key:
Setup =» Clinic Tables =»Dates Office Closed
Date Office Closed (reason)
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Staff
Staff Alias: Name:
Staff Activities/Services:
Clinic Day of Week Hours Service Offered Staff Activity/Service
i.e. 88 i.e. Monday i.e. 8am — 10am i.e. certifications
i.e. 88 i.e. Monday i.e. 10am — 12pm i.e. medium risk cnsl

CMA Consulting Services

Page 142 of 149

November 14, 2011



Odvia

Consulting Services

Navigation Key:

Setup =» Staff Schedule =»Staff Scheduler

Staff Scheduler (Monthly)

State of Arizona DHS

WIC AIM Training

AIM Super User Training Manual

Staff Alias:

Name:

Date:

Schedule

Clinic AM Start Time | AM End PM Start PM End Days of the Week | Months built
Time (lunch) | Time (lunch) | Time

i.e. 88 8am 12pm 12:30pm 4:30pm M—Th Sept — Dec.
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Setup =» Staff Scheduler =»Edit Schedule (used for staff schedules that you only want to schedule a day at a time)

Staff Alias:

Name:

Month:

Clinic Service/Activity

Start Time

End Time

Day of Week
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Clinic:
Class Day:
Class Class Name Start Time | End Time | Staff Days of the | # of
Category Week Months to
Build
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Appendix C - Daily Help Desk Process for AIM Users

AIM User
discovers issue
while using AIM

application

I_*

AIM User
Contacts CMA
Helpdesk for
Assistance.

I_*

AIM user dials 1.888.432.9225,
presses option 6 for support
and then presses option 1 for
AZ WIC. (If all Help Desk
representatives are busy, the
user can hold on the line or
they are prompted to leave a

/ AW

Busy: Hold until

Leave Message

next HD rep is
available

HD Rep determines if
issue is application
related or hardware

related based on
details of problem.

HD Rep calls
user back

Application
Issue

Hardware
Issue

AIM User Actions

HD Actions

ADHS / Local IT
Actions

Level 1 or Level 2
HD rep attempts to
resolve issue on
phone call and
opens Footprints
ticket.

J

Level 1 or Level 2
HD rep obtains all
necessary

information related
to issue and opens

Footprints ticket.

e

J

CMA Dev. Actions

Process Selection

CMA Consulting Services

/

If issue is not
resolved, issue is
sent to CMA
development.
Footprints ticket is
provided to user.
Please keep track of
your number in case
additional follow-up is
needed.

o

\

)

Ticket updated with
resolution. User is
contacted when
issue is resolved.
Footprints Ticket is

closed.
Development /v\
resolves
issue and
advises HD Software fix

released when
ADHS assigns and
authorizes a
release

(&

Issue Is Resolved

User is provi

ded >

ticket number.

Ticket is closed in
the system

/

If issue is not
resolved, issue is
sent to either
Maricopa IT or the
ADHS WIC team.
Please keep track
of your ticket
number in case
additional follow-up
is needed.
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Maricopa
County

Ticket is sent to
ADHS WIC Team
for Local IT to be

Ticket is sent
to local IT
and user is

provided
ticket number

Local IT
provides their
ticket number

contacted
User is given the
Footprints ticket.

v

ADHS or Local IT
contacts User with
resolution.

Local IT resolves
issue and calls
User. Local IT

emails CMA
helpdesk and

Footprints ticket is

closed.

v

ADHS updates and
then closes ticket.
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Appendix D - Toolbar Quick Reference

Icon Icon Name Description/Task
E Exit This icon allows an easy way to Exit the current window.
Save This icon allows you to Save the record.
Print This icon runs a report if one is attached to the window.
Clear Eorm This icon allows you to Clear the Form in the current window.

This icon allows you to search for a specific record. It is also

X ¥ 2 d @ T

Query called the Query button.
I Insert Record This icon allows you to Insert an additional Record.
This icon Remove a Record. When this button is pressed, the
Remove Record record is removed from the window and if the save button is
pressed, the record deleted from the database
| 5; Clear Record This icon allows you to Clear a Record.
|< First Record This icon allows you to move quickly to the First Record.
S——3. |
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Icon

Icon Name

Description/Task

&

Scroll Up

This icon allows you to quickly Scroll Up one set of records

displayed on the window.

'

Previous Record

This icon allows you to move to the Previous Record.

W

Next Record

This icon allows you to move to the Next Record.

»

Scroll Down

This icon allows you to quickly Scroll Down one set of records

displayed on the window.

Last Record

This icon allows you to move quickly to the Last Record.

Mid-Certification
Health Check

This icon turns red as a reminder to you that the participant is in
need of a Mid-Certification Health Check.

Help

This icon allows you to receive online Help if it is available.

Certification and
Enroliment

This icon allows you to switch to the Certification and

Enrollment module.

i
2
S

Appointment
Scheduler

This icon allows you to switch to the Appointment Scheduler

module.
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Icon

Icon Name

Description/Task

Vendor Management

This icon allows you to switch to the Vendor Management

module.

Food Instruments

This icon allows you to switch to the Food Instruments module.

b= o= . =
= o . =

This icon allows you to switch to the Financial Management

Financial
Management module.

This icon allows you to switch to the System Administration
System

Administration

module.

This icon allows you to switch to the Operations Management

Operations
Management module.
Reports This icon allows you to switch to the Reports module.
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